

















Now... dou? Jeu. Typing... 


like wearing 


“MAGIC 
GLOVES"! 








Never ‘ ; before such Golden Ease, 
such speed, such print-perfect results! 





Now, The Golden Age of Golden Touch! Sudden] To, 

(as if you’d put pr gloves”), your urd i. OTe olden eutl 
have exciting new precision with glorious, new 

typing ease. The new Underwood Golden Touch Finger-Form Keys. ...for surest contact, smoothest typing. 
Electric sharpens your skill; saves your strength and Keyboard Margin-Setting...... ends wasteful hand-travel. 
precious time as no other kind of typewriter can. Multi-Carbon Dial. ..gets you set for up to 20 clear copies. 
And for “Him”. . . truly print-perfect letters, with Electric Ribbon Re-Wind..... ends messy ribbon-change. 


carbon-after-carbon-after-carbon print-perfect, too. 


Cushioned Power. .....for wonderful new, day-long quiet. 

P.S. Call your Underwood office today. : awe j i i 
See the Golden Touch Electrics in 5 smart new colors. Automatic Carriage-Return. . .ends tiresome carriage-fling. 
Underwood Corporation, One Park Ave., New York 16, N. Y. Personalized Type Styles........for distinguished letters. 


UNGErwoOo Gh. ic ditie typi sit: QesuFol 
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N OUR COVER—Today’s secretary 
() forgets the office routine for a while 

and blossoms forth in a new role— 
holiday hostess. To help her look as well 
as act the part, designer Mona Roset 
creates at-home separates that are as ex- 
citing as the season itself. The simple 
sleeveless top of Celanese acetate is com- 
bined with a wide, wide skirt embossed 
in an Oriental floral design. And, as the 
secretary-turned-hostess bids her _ last 
guest good-by, she knows she’s wearing a 
real find—an ensemble that will take her 
through the holidays in high fashion. 


Be Your Own Boss 


“I'd like to have a business of my own,” 
sayS many a young secretary. And why 
not? Equipped with skills that business 
firms all over the country are clamoring 
for, today’s secretary is in the enviable 
position of being able to start her own 
public-stenography service with a mini- 
mum of money and a maximum guarantee 
of financial success. Many readers have 
asked us for information on rates charged 
by public stenographers. In response to 
their inquiries, we conducted a survey 
among public stenographers throughout 
the country for up-to-date information on 
fees for various services. The results were 
charted and may be seen in this month’s 
issue on pages 16 and 17. 

What the chart does not show, however, 
is the hard work, sacrifice, and time that 
public stenographers give to their busi- 
nesses. The financial rewards are great, 
but they exist only in proportion to the 
effort the individual public stenographer 
puts into her work. If you’ve been think- 
ing about setting up your own secretarial 
service, we hope the chart will be of serv- 
ice in your initial planning. And, if you 
do strike out on your own, may we be the 
first to wish you every success, 


Test Your Shorthand Skill 


Students will have an opportunity to 
test the excellence of their shorthand pen- 
manship by entering the Esterbrook Pen 
Company’s National Gregg Shorthand 
Contest. This year’s contest officially 
opened on October 1, 1956 and will ex- 
tend through March 1, 1957. Further in- 
formation may be found in the Esterbrook 
ad on the back cover of this issue, 


Christmas Greetings 


Staff members of Topay’s SECRETARY 
extend to each one of you best wishes for 
a happy Christmas! And may the coming 
year be as bright and as full of promise as 
the star that led the Wise Men to Beth- 
lehem. 











OFFICE D otc 


without a 
trace 


No mistake about it! 
No eraser in the past 
fifty years has made 
such an impression as 
AW. FaBER’s pencil- 
shaped, white-polished 
ERASERSTIK. 


ERviCE) V.S.A.7O099 


It is an important 
tool for every girl 
who is ambitious to get 
promotions and pay 
increases—because it 
helps her turn out 
beautiful letters. 
ERASERSTIK erases 


ALL 6 


¢ 





without a trace, leaves 
no frizzles, no ghosts. 


AWFABER GRASERSTIK 





Takes out a single 


€paSERSTIK 





letter without blurring 
the word. 


No mistake about it, 
ERASERSTIKS are office 
pets—and so are the 
girls who use them. 
Pick up a couple today. 


AW. FABER 





7099 without brush 10¢ 
7099B with brush 20¢ 


A.W.FABER 


CASTELL 


PEN( 


IL CO 


INC. NEWARK 3 





vice) u.s.A. 7099 B 
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THE BOSS 





SPEAKS 


OUT 








BY WILLIAM HOULTON, 


LTHOUGH THEY theoretical- 

ly “speak the same language,” 

the American secretary is an entire- 
ly different species from her British 
counterpart. Having known, hired, 
and worked with both varieties, | 
emerge with the strong feeling that 
it is indeed a pity that British La- 
bor Exchange requirements make 
it well-nigh impossible for Ameri- 
can and British secretaries to trade 
jobs once in a while. If this job- 
swapping procedure were possible, 
the efficient and glamorous secre- 
tary who would emerge should in- 
deed be The Secretary Ideal! For 
the truth is that American secre- 
taries could learn something from 
the British, as well as vice versa. 


ONE APPARENTLY superficial dif- 
ference between the British and the 
American secretary is actually in- 
dicative of a basic difference in 
their secretarial life. And this is 
the difference between the “coffee 
break” and “afternoon tea.” Al- 
though the British “tea” connotes 
a leisurely work-stoppage—a_re- 
laxing chat fest while employees 
sip at their tea and nibble dainty 
sandwiches—actually the British 
“work tea” involves no work stop- 
page at all. Comes four o'clock, 
and the office-appointed tea maker 
—usually a secretary—carries a tea 
tray from desk to desk. The ques- 
tion of “with or without” and “how 
many lumps” is already well known 
to her, and she silently deposits a 
cup of tea near each employee. 
Some offices also serve a plate of 
plain biscuits (cookies). The of- 
fice personnel then sip at their tea 
and nibble at a biscuit without any 
stoppage of work at all. 

The American “coffee break,” on 
the other hand, tends to be a real 
break—with a cigarette, a gab fest, 
and elevator journey, and/or a 
make-up renewal in the ladies’ 





room thrown in for good measure. 
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The Secretary— 
American vs. British Version 


Director, William Houlton & Associates 
Publicity and Public Relations, New York 


London 


THIS CONTRAST IN “time-out” time 
serves to indicate one basic differ- 
ence between the British and the 
American secretary. As a rule, | 
have found that the British secre- 
tary works harder at her job than 
does the American. This does not 
mean, however, that she gets more 
done. With the superior office 
equipment available to the Ameri- 
can girl, she, in fact, accomplishes 
more work each day than does the 
average English secretary with her 
typical ten-year-old machine, her 
overused carbons, and her poor- 
quality paper that makes invisible 
erasures well-nigh impossible. In 
addition, although the American 
secretary may put in fewer hours 
of concentrated machine-tapping, 
she is a cog—and an important 
one—in an over-all business wheel 
that spins faster than its British 
counterpart. The American secre- 
tary can, consequently, retain the 
reputation of the fast-paced, hard- 
working girl, despite the fact that 
her day is replete with cokes, cof- 
fee breaks, and chats that are im- 
possible for the British girl who 
don’t want to “get the sack.” 
Another difference between the 
secretary in the United States and 
her sister in the United Kingdom 
lies in their basic conceptions of 
the job. The British girl has adapt- 
ed to an economy that today pro- 
vides small opportunity for job 
improvement and career changes. 
Therefore, a British secretary real- 
ly “settles down” into a job. Unless 
office conditions prove unusually 
unpleasant she is unlikely to job 
hunt for something better on her 
lunch hours. Indeed, the only 
career change she looks forward to 
is that of giving up the “home 
keys” for a home and husband. Un- 
til that time, she is content to be 
a secretary, giving her best in loy- 
alty, efficiency, and hard work. 
Many a U.S. (Continued on page 48) 











LISTEN CAREFULLY! Here’s exciting news for every 
gal who types. (And every boss who listens.) 

Royal has cut down the noise of electric typing. 
The new Royal Electric is lined with an amazing 
new soundproof material... actually reduces irri- 
tating typewriter noises. 

You'll see what we mean when you try one your- 
self. Type a few lines. Listen. Have you ever heard 
an electric so quiet? It’s as easy on your ears as 
it is light and easy to your touch. 


And that’s not all! The new Royal Electric 





Shh! The new Royal electric speaks softly 


comes in five exciting two-tone colors to brighten 
up your typing. Two shades of beige, green, coral, 
blue or gray. 


Everything about the new Royal Electric was 
designed to make your job easier. (Fact is, typing’s 
13 times easier on a Royal Electric than on a non- 
electric typewriter.) And you can tell your boss 
it will do more work...and better-looking work ... 
in much less time! 


Why not call your Royal Representative today 
for a free office demonstration. 


GOYAL electric - standard - portable 


Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 
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AUTOMATION 
IN DUPLICATING 


a | 
> 


IS HERE! 


.. at the touch of 

a button you can print 
110 copies per 

minute 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


Aiway 





THE HEYER CORPORATION 
1864 S. Kostner Ave., Chicago 23, Ill. 














1 Please send free booklet and details on Automation in Duplicating. 

! Name 

1 | 

| Company a | 
Address | 

\ ge en, 


OFFICE SHOPPING CENTER 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8'%2 x 11 
sheet of quality stock. Prices are as fol 
lows: 


Single copies—25 cents each 
10 to 50 copies—20 cents each 
Over 50 copies—15 cents each 
Complete set of 1O—$1.75 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Chemical Electronic 
Electrical Construction 
Legal Aviation 
Oil ; Contract 
Medical Insurance 


Complete set of 10 


Name 


RE ROE Pa ee OE ee OE 


City 


State 














Just a Flick of Your Fingers—and you'll 
produce distinctive, uniform typing 
whether you're working at home or in the 
office! Finger fatigue is practically elimi- 
nated with the world’s first electric port- 
able typewriter, recently introduced by 
Smith-Corona. Operates on 110-volt AC 
current—weighs less than 20 pounds. Aft- 
er five vears of research and experimen- 
tation, Smith-Corona’s engineers devel- 
oped this new product—it’s now scheduled 
to reach the retail outlets by early next 
year. Machines will come in four colors 
beige, alpine blue, coral pink, and foam 





green. Will have a tan, vinyl-covered alu- 
minum case. For further information, 
write to Smith-Corona, Inc., Dept. TS, 
701 East Washington Street, Syracuse, 
New York. 


Distinctive to Use, practical to give— 
“Hand-Gienic,” an automatic pencil for 
chalk. Scientifically balanced to make 
chalkwriting a smooth pleasure, it elimi- 
nates chalk dust on hands or clothing and 
makes screeching chalk a thing of the past. 
Has a jewellike, 22-carat gold-plated cap 
and an onyx barrel. Its sturdy, metal con- 
struction carries a three-year written guar- 
antee. Price, $2 each—just $5 for a set of 





three. Postage free—no C.O.D.’s. Satisfac- 
tion guaranteed or your money back. Or- 
der direct (Hand-Gienic is not found in 
stores) from Hand-Gienic Specialty Co., 
Dept. 136, 161 West 23 Street, New York 
11, New York. 


“Tel-a-Redi,” a combination phone in- 
dex, scratch-pad holder, and pencil, is a 
perfect gift for anyone who has a tele- 
phone. One easy-to-install 
clips onto any rectangular telephone. 
Standard 4- by 6-inch scratch sheets are 
elevated, firmly held at a natural writing 
position, and can be easily removed. Me- 
chanical lead pencil is attached by chain 


unit—simply 
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—cannot be lost! Handy alphabetical tele- 
phone index has fingertip selection. Tel- 
a-Redi comes in black only—just $2.95, 





postpaid. No C.O.D.’s. Satisfaction guar- 
anteed, or your money will be refunded. 
Order from Terry Products Co., Dept. 
TS, 3537 Adams Avenue, San Diego 16, 
California. 


Magic Marker is a unique implement 
that writes or marks indelibly on a variety 
of different materials—paper, cloth, metal, 
leather, foil, cellophane, and cellophane 
tape. Marker has a felt nib that makes 
lines of various’ widths, depending on 
which way it is turned. Its special-formula 
ink dries instantly, is completely water- 
proof and guaranteed not to smudge « 
wear off. 

Use the Magic Marker to address pack- 


ages, personalize equipment, set up files, 





write instructions. Youll find it invalua- 
ble. Marker comes in nine colors, includ- 
ing black and white, for only 69 cents. 
Refills, 25 cents. If not obtainable at your 
local stationery store, write to Speedry 
Products, Inc., Dept. TS, 91-31 121 Street, 
Richmond Hill 18, New York. 


[Dennison Manufacturing Company’s la- 
bels for parcel-post packages with letters 
inside read “First Class Mail Enclosed” 
—not “First Class Mail,” as stated in the 
October issue.— Ed. | 








Ask the Experts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice ...Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
on ced eh aawead Gilbert Kahn 





Q. Is there anv wav of repairing a stencil 
x 
when a typewriter key cuts a hole through 


it and removes a piece of the stene il ? 


{. If this happens often. see whether 
your typewriter repairman can vive the 
keys causing “pop-outs” more resistance: 
this should help. Once the pop-out has 
occurred, however. vou can fit the loose 
piece back where it belongs by dabbing 
a bit of correction fluid at one edge of 
it and “tacking” it in place. 

If you have lost the piece, first look 
on the type bar itself be stuck 
there. Simply pick it off with the tip of 
a pin and replace it. 


it may 


Or, if the piece really 
is lost, go to the edge or some other un- 
used portion of the stencil and retype 
the part that was lost. Then do a grafting 
job. 





Q. Frequently. my employer dictates semi- 
husiness letters to friends. addressing them 
by their fir st names. I'd like to know u hether 
I should type my boss’ title below his sig 
nature—and let him cross out the title—or 
type nothing under the signature. (His name 
and title. ot course 


appear on our letter- 


head. / 


{. The general guiding rule would be 
to omit a typed title below the space for 
the dictator's signature when the letter 
is purely personal. If, however, the letter 
is of a business nature, the title should 
be included. This last arrangement would 
be correct in many cases: for, with today's 
informality, first names are used rather 
commonly in spoken and written messages 
even though the subject is strictly busi- 


ness. 


Vv. My boss has asked me to set up a fol- 
tow-up file. but I don't knou how to Zo about 
it. Can you help me? 


1. There are several types of follow-up 
files that you might use, but one that is 
very adequate and simple works like this: 

Set up a reminder system made up of 
twelve folders—one for each month. If 
something comes up in January that must 
he taken care of in March, slip the no- 


tation into the March folder. Then jot 
down on your calendar pad the exact day 
in March when this matter is to be han- 
dled. At the beginning of each month. 
leaf through the items in the folder and 
bring the calendar up to date. (You may 
have forgotten to jot down an item or 
two.) 
it off 


follow-up is necessary a few months later, 


As each task is completed, mark 
on the calendar. If a subsequent 
simply transfer the item to the proper 
folder, again making a note on the cal- 
endar pad for future reference. 


Q. I have heard that a person wearing ea 
likely to 
make typographical errors than the person 


whose nails end at the tip of the fingers. Will 


tremely long fingernails is more 


you please tell me just how long an e ffir tent 
typist’ s nails should he 


A. A typist’s nails should not extend 
more than a hairs breadth, at the most. 
beyond the tip of the fleshy part of the 
fingers. Good typing is done on the tips 
of the fingers, not beneath the fingernails. 
Incidentally, one of the many reasons 
so many secretaries are switching to elec- 
tric typewriters is the fact that they can 
operate an electric machine with long 
fingernails, since the fingers must pro- 
gress the keys only a short distance. 





Q. Can you tell me why certain words like 
translator and traitor are spelled with an or: 
and others, like thinker and painter, are 
spelled er? 


A, The uncertainty regarding the termi- 
nations er and or is quite common. The 
general rule is: In forming nouns indi- 
cating agency, or is added to words of 
Latin or French origin: and er to English 
words. Some examples are: 
Latin: conductor, creditor 
English: maker, worker. 

We might add that a 
words denoting agency also end in ar, as: 
burglar, beggar. 


few common 
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types her best 
using the 


_Leéootg, COPY HOLDER 





@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 


Today’s secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 

. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
94" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 
720 S. Dearborn Street © Chicago 5, Illinois 











Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga — it’s Leadfast. 


TICONDEROGA ‘| 


THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Division, T-18 Jersey City 3, W. J. 














Therefore, until one learns to visualize 
the correct appearance of a word, a dic- 
tionary is the only reliable source of in- 
formation. 


Q. Is there any rule concerning the num- 
ber of paragraphs a letter should have? 


A. Actually, there is no definite rule. 
Most correspondents, however, prefer at 
least two paragraphs in a letter. (This 
applies to both single- and double-spaced 
letters.) They feel that one paragraph 
gives the appearance of abruptness. Fur- 
thermore, even a very short letter that con- 
tains two paragraphs lends itself to a 
neater appearance. 


Q. For carbon copies, we use lightweight 
paper with the word “Copy” printed across 
the top. My employer prefers using yellou 
copy paper, but I feel that white makes our 
files neat and Which 


uniform. color is 


preferable? 


A. We can well understand your want- 
ing a neat file, but it seems that there is 
a trend toward using yellow for copy 
paper. The color makes the paper stand 
out, and you know instantly that it is a 
copy. 


Q. My employer prefers that the inside ad- 
dress of a letter be belou the signature, at 


the foot of the page. Therefore, when writ- 




















Now... you can get 


BEAUTIFUL COPIES 


on BOND or 


OFFSET PAPERS 
without slip-sheeting 


ra 


by using new...... 
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Saves time —ink— paper because 
it dries so fast...sets so hard 


It’s amazing —what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 
one customer. 


JETDRY is an entirely new concept in 
duplicating ink. It took us 5 years to 
perfect it! It dries so fast, sets so hard 
—there’s nothing to equal it for Bond 
or Offset papers...no other ink which 
gives that “press-printed look” on a 
wide variety of jobs that you would 
normally have printed outside. JeTpRY 
saves paper, too, because even the first 
few copies are perfect. One large user 
estimates a saving up to $75,000 this year 
in the duplicating department by using 
JETDRY ink 

With Jetory, no washing of your sten- 
cil is necessary —it’s self-cleaning by 
simply placing it between papers in a 
file folder. And —it’s always “ready to 








go” again...when you use JETDRY, you 
can stop in the middle of a run, then re- 
sume the run hours later without delay. 

Ink is one of the lowest cost items in 
stencil duplicating (less than 20¢ for 
1,000 copies). JeTDRY costs no more than 
any quality ink...and you actually get 
more copies per pound. So, use JETDRY 
and get better looking copies with any 
pone 8 of stencil and all machines, new 
or old. 





Try this new wonder ink — 
without obligation! Write today to: 


MILO HARDING 
COMPANY 


Established 1904 
Manufacturer of the most complete line of 
stencil duplicating machines and supplies 
504 South Monterey Pass Road, Monterey 

Park (Los Angeles County), Calif. 
San Francisco « Pittsburgh 
Cleveland 
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ing a two-page letter, what would be the cor 
rect heading for the second page? Also, when 
writing to such a firm as Jones & Jones, hou 
can I indicate on the first page for which 
Mr. Jones the letter is intended ? 


A. The heading of the second page of a 
two-page letter that carries the inside ad- 
dress at the foot of the letter will consist 
simply of the name of the person to whom 
the letter is written, with the usual data: 


Mr. Henry Jones 


Page 2 May 5, 1956 


To get around the problem of “which 
Mr. Jones,” why not revert to the usual 
style of inside address (typed on the first 
page of the letter above the salutation) 
and follow the address by: “Attention: 
Henry Jones.” 

If, however, your employer still prefers 
the inside address to be placed at the foot 
of the letter, address the envelope “At- 
tention: Henry Jones.” 


Q. Is typing the alphabet a good exercise 
for building speed ? In doing so, what would 


be considered a reasonable speed ? 


A. Typing the alphabet is ordinarily 
thought of as a control or accuracy drill, 
rather than a speed drill. There is no 
reason, however, why it should not be 
used to build speed. 
Meritorious speed, in 
would be 


our opinion, 
about 70 per cent of one’s 
straight-copy speed on 5-minute writings. 
Each typing of the alphabet would count 
as five words. 





Q. Recently, a woman wrote us a letter on 
her personal stationery, which had the fol- 
lowing heading: Dr. Louise S. Thompson, 
H. S. No one in our office knows what the 
letters H. S. mean. Please help us out. 


A. The only meaning for the abbrevia- 
tion H. S. that we can find to fit the case 
you mention is the tithe House Surgeon. 
But since your correspondent wrote on 
her personal stationery, the use of this 
abbreviation does not seem fitting. It 
would be appropriate for her to sign her- 
self Louise S. Thompson, M. D., H. S. on 


hospital stationery only. 


Q. Why are some words that are prefixed 
by re- hyphenated though others are not? 


For example: redo, re-enter. 


A. Compounds beginning with re- are 
not hyphenated unless the word to which 
the prefix is attached begins either with 
e or with a capital letter. In your ex- 
ample, enter begins with an e; therefore 
the re- prefix is separated from the word 
by a hyplien. 
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VEN BEFORE the first of January, Santas, chor- 

isters, and animated reindeer start taking shape 
on Rosalind Welcher’s drawing board in the front 
office of Panda Prints, Incorporated. Her secretary, 
Irene Cavallina, types the message—anything from 
a jaunty “Joyeux Noél” to a pert, eight-line rhyme. 
The message is then set in print, the glitter machine 
sprinkles its dazzling snowflakes or jewels, the presses 
turn out the bright-colored art work, the cutting 
machines cut, the folding machine folds, the mink 
tails or furry Santa Claus hats take their places. 
And, before you can say “Merry Christmas!” there 
is a new line of Panda-Print greeting cards for the 
coming Yuletide. 


Christmas begins in January for 


Irene Cavallina, secretary 
to the president and creative director of Panda Prints, Inc. 





ALMOST EVERYBODY recognizes the Panda-Print cards 
—the charming cats and poodles, whimsical old ladies, 
starched little girls, gaily heaped packages, and 
other colorful illustrations. All are just a little off-beat 
—gay, arty, intellectual, or impertinent—but always 
fascinating enough to make you read the modest little 
signature in the corner of the card: “Welcher.” 
And Rosalind Welcher, originator of this new school 
of artistic “studio cards,” is a modest little woman. 
Her husband, Fred Slavic, is president of Panda 
Prints, and Rosalind is chief artist, rhymester, and 
general creative force. Fred tends to the complex 
business of production and distribution. Mrs. Irene 
Cavallina is Rosalind and Fred's secretary. 
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An attractive, silver-haired wife and mother, Lrene 
says: “We make birthday, anniversary, valentine, 
get-well, Mother's Day, Father’s Day, Easter, gradu- 
ation, friendship, and thank-you cards, among others. 
But, on my job, it seems to be Christmas all year 
round.” 

It seems like Christmas because the cards are such 
fun, because the Slavics are so pleasant to work with, 
and because the whole staff is generally merry. Irene 
explains: “When you're working with so much imagi- 
nation and creative energy—and, especially, when every 
card that comes out is more delightful than the last 
one—you're just naturally in a wonderful mood!” 

More specifically, Christmas means busy days for 
Irene. After the line of new cards is completed, and 
sample albums have been distributed to the salesmen, 
orders start to flood the office. The deluge starts 
landing on her desk beginning in July and never lets 
up till the last-minute rush in mid-December. 


THE ProBLEM of distributing greeting cards to thou- 
sands of stores all over the United States and in for- 
eign countries is a large one. There is a different line 
for every holiday and occasion; and the cards sell at 
different prices—from five cents to a dollar. Dead- 
line shipping dates for the small line of St. Patrick's 
Day cards are as important as deadline dates for the 
large Christmas-card line. And, of course, the quantity 
of cards ordered runs into the millions each year. 

Irene conquers this problem with the weapon of 
efficiency. Over the years, she has worked with Fred 
Slavic to set up files and systems that reduce the 
volume of orders to its simplest form. Because of 
these systems, a comparatively small staff is able 
to keep complete track of accounts, orders, ship- 
ments, and invoices. 

“My trump cards,” Irene explains, “are the tub 
files. We have eight of these ‘files on wheels —each 
containing a long row of stiff 8-by-10 sheets. There 
is a sheet for every Panda account, past and present. 
Theyre arranged first by salesmen’s territories and 
then alphabetically. Each of these sheets shows a 
running record of orders, shipments, billing dates, 
and payments. So, at a glance, I have an accurate pic- 
ture of every one of our over six thousand accounts. 

“To make it even easier, I’ve started pasting little 
colored tabs on top of each sheet every time an order 
comes in from that account. The colors tell what cate- 
gories of cards were ordered, and they match the 
colors of our order blanks. It’s no trouble at all for 
me to find out whether an account ordered Easter 
or graduation or Christmas cards, without even pull- 
ing the sheet out of the file.” 


SINCE THE TUB FILES eliminated the need for the 
ledger book and the accounts-receivable, shipment, 
ind paid-up files, Irene’s section of the front office 

urprisingly compact for the number of records 
she keeps. She comments that orderliness is of top 
importance when a comparatively small staff is re- 
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sponsible for such a far-flung operation as Panda 
Prints’. 

Near her desk are Addressograph plates for every 
account (another efficiency measure) and a file con- 
taining a geographical breakdown by state and city 
of their active accounts. (Stores in Hawaii, Alaska, 
Africa, Scotland, and Holland have recently been 
added.) In 
general correspondence, salesmen’s correspondence, 


Irene’s filing cabinet are drawers for 


Fred's personal file, salesmen’s individual records, 
and bills from suppliers. 

General correspondence includes letters from art- 
ists and writers who want to free lance for Panda. 
Greeting-card buyers write, saying that they enjoyed 
a particular card or want a wider price range. Re- 
tail After 
Panda introduced a birthday card with a mink tail 


customers suggest new card categories. 


on its cover, several customers requested a mink 
friendship card. “We did one, too,” says Irene, “and 
I was very pleased to see that people are friendly 
enough to spend a dollar on a mink card.” 
Because of the unusual accessories Rosalind dreams 
up for her lrene’s 


illustrations, accounts-payable 


drawer could be a stock inventory for a country gen- 


Panda Prints are sold 

in Hawaii, Alaska, Africa, 
Scotland, and Holland, in 
addition to the 

United States. Here, 

Irene checks an order 

in the shipping department. 





eral store. Aside from the cardboard boxes, paper, and 
ink that Panda buys, there are bills for thousands of 
mink tails; dolls’ hair; miniature metallic hearts; and, 
buttons 


of course, and bows. 










































“One look into that drawer,” says Lrene, with a 
smile in her dark eyes, “reminds me of hours and 
hours spent searching through classified pages in 
telephone books. There was the time Rosalind wanted 
a certain shade of cerise tissue paper to include 
with her mink cards. I hunted down every tissue- 
paper outlet in New York City and couldn't locate 
the exact shade. Finally, through one of our sales- 
men, we found a manufacturer in Chicago who filled 
our order. It took plenty of work, but it was worth 
it when we saw how perfectly the shade went with 


the card. Rosalind is a perfectionist when it comes 





to Panda Prints, and she’s patient enough to wait 


for the one item she knows is right. 

“She’s so apologetic when she gives me a request 
for some new oddity she has in mind. It’s always, 
‘When you have time, Irene, would you please find 
some tiny bow ties for this card?’ or, ‘I hate to ask 
you to do it, but could you locate a supplier with 
honey-blond dolls’ hair?’ ” 

One batch of tiny bows was for a card from 
Panda’s new teen-age line. The bow is pasted to the 
tail of a happy-looking yellow kangaroo with a bunch 
of wild flowers in its pouch. The card reads: 

Toodle Ooo, Kangaroo 
I'm on my way to wish you... 


A Happy Birthday! 


Above: Creative Director Rosalind 
Welcher often requests unusual 
accessories for her card 
illustrations. Topic under 
discussion in this picture— 

a mink tail! 


Left: Staff members 

are always eager to see 

a new creation from 

Rosalind Welcher’s drawing board. 
Rosalind is chief artist, rhymester, 
and general creative force 

at Panda Prints, Inc 


Some of the dolls’ hair went for a card that begins: 
Well, Float My Toupee! 
It's Your Birthday! 

“We all love the cards,” lrene says. “Whenever 
Rosalind comes up with a new one, the whole staff 
gathers ‘round to enjoy it. Though we're all busy 
here, we still have time for fun. And none of us ever 
miss morning or afternoon coffee break if we can 
help it. We sit around with coffee and buns and chat 
about our families or current events or the latest 
Welcher cards. As office manager, I can honestly say 
that these little rest periods actually increase our 
efficiency as well as our team spirit.” 

September and October are the months in which 
Irene finds it most difficult to join the Coffee Club. 
She laughs, “I’m lucky to get my lunch eaten when 
P. G. time comes around!” 

P. G. means Personalized Greeting; and, at P. G. 
time, tons are added to lrene’s work. Orders for Christ- 
mas cards with names imprinted come in by the car- 
load, and Irene must make sure the right name in 
the right type and color is imprinted on the right 
card and sent to the right store in the right quan- 
titv. Last year, there were some thirty-eight thousand 
orders, from 25 to 1,000 cards each. By the last 
count, it looks as if this year’s orders will triple 
last year’s, because of the addition of 5- and 10- 
cent cards to the line. 


EVEN IN THE HECTIC DAys of October and Novem- 
ber, Lrene has time to take dictation from Fred, who 
personally answers every letter addressed to him. 
Rosalind is so modest that when she has a letter 
to dictate, she usually asks Fred to do it for her. 


Irene, however, does carry out various assignments 


The Panda-Print cats— 
mother Eloise and her 
three kittens, 
Gwendolyn, Sasha, 
and Sir Harold— 

live right in the office. 
One of Irene’s jobs 
is ordering their food, 
which is kept 

in a special freezer. 





for Rosalind. She orders theater tickets, makes dress- 
maker's appointments, checks spelling on the cards. 

“| doubt if many card-company secretaries have to 
call the public library as often as I,” she says. “I've 
phoned to ask whether ‘penicillin’ is a trade name 
or can be used without a capital letter, and to check 
phrases like ‘bringing coals to Newcastle.’ My diction- 
ary is worn with all the complicated words I’ve looked 
up. I think I’m safe in saying Pandas have the widest 
vocabulary of any greeting cards.” (Continued on page 41) 
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BY 





E. LILLIAN HUTCHINSON 


(KEY TO TEASERS ON PAGE 40) 


words / can be teasers 


Single or Double L? 


In the parentheses in the following words, indicate whether one or two I's should be used: 


l 
2 
3. 
1 
5 


acce | )erate 6. e( )imination 
al )together 7. fu( )fi( )ment 
appa() 8. i( )egible 

bu( Jetin 9. inde( ible 
contro | jing 10. inte( jigent 


Indeed, There’s a Difference! 


1. mi( )inery 16. unti( —) 

12. Mani( Ja 17. vaci( ate 
13. misce( )aneous 18. vani( Ja 
14. mo( )asses 19. we( )tare 
15. Phi! )ippines WwW. wil ) fu ) 


Here are eight words and their definitions. At the right are definitions of words pronounced like the 
listed words, but spelled differently. Supply the missing words. 


uP WW 


~ 
~ 


co | 


Go 


Border. The outer part or edge of anything. 
Baron. A title of nobility. 

Dual. Twofold. 

Palate. The roof of the mouth. 


Sow. To scatter seeds upon the earth. 


3. Rain. Water falling from the clouds. 
. Carrot. A root vegetable. 
. Serge. A twilled woolen fabric. 


How Would You Translate It? 


The following sentences contain foreign expressions frequently used in English. How would you trans- 
late each italicized word? 


i 


to 


Does the French word résumé mean: (a) something 
resumed; (b) a conversation; (c) a summary; (d) the 
main dish of a meal? 

Does the Latin phrase pro rata mean; (a) for the 
rates; (b) according to the new rates; (c) concern- 
ing; (d) proportionately? 


Concerning Days and Months 


See how much you know about days and months by 


1. The name of what month is most often mispro- 
nounced? 

2. The name of what day is most often mispronounced? 

3. The name of what day contains a silent letter? 

4. In the name of what day is an e often incorrectly 


substituted for u? 


Wanted—Hyphens 


Insert hyphens where they are needed in the following expressions: 


i 


) 


) 


a seldom recognized fact 
a heavily guarded harbor 
a 4 ounce bottle 

. bottle holding 4 ounces 


A person who is provided with meals or lodging for pay. 
Unproductive. 

A combat between two persons. 

An oval wooden plate on which artists mix their paints. 
To unite by stitches. 

To govern as a king or emperor. 

A unit of weight’ for precious stones. 


A rolling swell of water. 


eo 


Which one of these means “for each person”: (a) per 
annum; (b) per capita; (c) per diem; (d) per se? 

4. Is a protégé: (a) the main dish of a meal; (b) one 

under the care and protection of another; (c) the at- 

tendants of a person of prominence; (d) a person of 


the middle class? 


answering the following questions: 


5. The names of which months are never abbreviated? 

6. The name of the chart that shows the days, weeks, and 
months is pronounced just like the name of a rolling 
machine that smooths paper. Spell both words. 

7. What is the origin of the name “Thursday”? 

8. Are Sunday and the Sabbath the same? 


5. the North American map 
6. a coat of bluish gray 

7. a so called joke 

8. a change of address card 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


“I Like My Boss, But...” 


§ parser AN impression prev- 
alent in the business world that 
secretaries like their bosses and get 
along well with them. Such is gen- 
erally the case; but, no matter 
how great the accord between em- 
plover and emplovee, there are dif- 
ferences, too. And, judging by the 
mail we receive, the complaints are 
not all on the boss’ side. 

“My boss is wonderful, but...” 
writes one girl; “I like my boss, but 

’ wails another. “It isn’t that I 
don't admire my boss, but . . .” says 
a third. What follows that little 
word “but” are a series of com- 
plaints ranging from the mumbling 
way the boss dictates—to the smelly 
cigars he smokes. 

One secretary bewails the fact 
that on certain days her boss makes 
innumerable corrections on every- 
thing she types. On days like these, 
she jumps every time her buzzer 
sounds. Has her shorthand sud- 
denly proven unreliable, or has her 
boss simply decided to pick on her? 


\WHEN SUCH A DAY arrives, there is 
only one rule you can follow: be 
patient. If there are many changes 
made in your letters, the fault un- 
doubtedly is not in your transcrip- 
tion. Perhaps your boss has decided 
to further develop or to eliminate 
certain points. Perhaps he has sim- 
ply changed his mind about what 
he intended to say. Maybe—and 
this sometimes happens—it’s just a 
bad day for him. 

Grit your teeth and bear it—and 





the next day, when his dictation 
flows smoothly and your transcrip- 
tion is perfect, he'll appreciate you 
all the more. 

Another secretary tells us that in 
the absence of her boss she often 
has to take dictation from one of 
his subordinates. This man doesn't 
deal with technical cases in the 
same way that her boss does, and 
very often mistakes occur and a job 
has to be completely redone. Yet, 
how can she show him the right 
way to do things without seeming 
rude or officious? 


A TICKLISH PROBLEM, we admit, but 
not an insurmountable one. Next 
time the subordinate has to handle 
such matters, why not tactfully 
bring him several recent cases ( sim- 
ilar to the one he is about to work 
on) and suggest that he might like 
to use them as a reference. 

If he continues to ignore past 
procedures, you won't be able to 
state bluntly that he’s wrong, since 
he has been put in command in the 
absence of your boss. Your next 
step might be an indirect appeal 
to a higher authority. Attach a 
copy of the subordinate’s work to 
the original correspondence and 
place it on your boss’ desk to be 
read on his return. After that, it’s 
up to him. 

An executive secretary writes of 
a more serious problem. She works 
for a man who is a human dynamo 
and tops in his field. She respects 
his technical knowledge and busi- 
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ness skill, but there her admiration 
ends. As a human being, she feels 
that he falls far short of her stan- 
dards. He is rude to associates and 
employees. On several occasions, 
he has forced subordinates to re- 
sign, rather than discharge them 
himself. 

Furthermore, he rarely expresses 
his appreciation for any of the “lit- 
tle extras” that his secretary does. 
The extent of their personal con- 
versation—after two and a half 
years—is a casual “Good Morning” 
and “Good Night.” Yet her salary 
increases and additional responsi- 
bilities indicate that he is pleased 
with her work—and she does like 
her job. 


SECRETARIES must remember that 
their bosses are human _ beings. 
They will have both good and bad 
characteristics. Often, the stronger 
a man is in one phase of life (Mr. 
X, the business dynamo, for ex- 
ample ) the weaker he is in another. 
It stands to reason that a person 
who has devoted so much to the de- 
velopment of his profession may 
not have had the time or interest 
to build up other facets of his per- 
sonality. 

A secretary should not expect a 
boss of this type to change. She 
can create good will for him by 
being courteous to his business as 
sociates and smoothing things over 
with staff members. But, if she 
hasn’t received personal thanks or 


attention in (Continued on page 47) 
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typing therapy 


FAULTS 


1. Flying fingers and bouncing 
hands and wrists are the cause of 
many typing errors. Such habits 
make the typist use a great deal of 
unnecessary energy and lead to ex- 
cessive fatigue. Worst of all, this 
bouncing technique, by its very 
nature, often causes the fingers to 
land on the wrong kevs. 

Note that all but three letters in 
the first drill on the opposite page 
are in the “home-kevs row.” When 
practicing this drill, be sure that 
the wrists are level, the fingers 
naturally, and that the 
stroking is done with the fingers. 
Type slowly at first. Gradually in- 
crease the rate, and then try several 


( urved 


l-minute timings on the sentence. 


2. Some typists find that they do 
not have enough “bounce” or “mo- 
tion’ as they type. This fault results 
from curving the fingers too much 
or “hugging” the home keys. Just 
let vour hands hang loosely at vour 
sides and note the natural curl of 
the fingers. This is the best finger 
position for stroking on a manual 
tvpewriter. The fingers should be 
extended slightly when using the 
electric typewriter. 

All the drill lines in the second 
drill were designed so that they 
require a maximum of long reaches 
and make certain fingers move 
away from the home keys. Except 
for the sentence, all the letters 
tvped in this drill are on the first 
and third rows of keys. 

\s vou first tvpe the word lines, 
make distinct 
then, gradually increase the tempo. 
If possible, vou may want to type 
the drill sentence as a timed writ- 


pane 


slow but reaches; 


\ “rocking-in” motion forces 
the typist to move from one of the 


keys near the edge of the kevboard 
to some key near the center. The 
12 


main thing to avoid is the natural 
tendency to “throw” the elbow out 
and thus pull the third and fourth 
fingers off “base,” thereby increas- 
ing the follow-up errors. 

Each “rocking-in” sequence in 
the third drill spans two or three 
keys. As you type the words, keep 
your arms near the body and roll 
the hand and wrist enough to make 
the reach. Two sentences are pro- 
vided for the timings in order to 
cover all the combinations prac- 
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ticed in the drill. 


4. A “rocking-out” motion starts 
in the center of the keyboard and 
extends to a key near the edge of 
the keyboard. Be sure vour elbow 
does not turn in toward the body 
when typing these combinations. 

The drill lines and the two sen- 
tences are to be typed like the third 
drill. Roll the wrist and hand out- 
ward slightly, but keep the arms 
close to the body. 





BY FRED WINGER 


Correcting Faulty Hand Patterns — part u 


CORRECTIVE DRILLS 


1. For hands and fingers that bounce too much. 


add dad sad ads all had lad gas sag lag has aha hah jag ask 
Saga asks lads glad half sags lags hall lass fall slag dads 
Shall salad class halls slags falls daddy staff sagas hands 


I shall ask Asa and Hal to add a fall class as a staff law. 


1 2 3 a 5 6 7 | 8 | 9 | 10 | iB | 12 | 


2. For hands and fingers that do not bounce enough. 


but tub bit yon yen bum run mum ice cue Ox. VOW OZ. COW mop 
Rex zee bee not cry pin urn rib non mix one nut won own web 


numb ever oxen quiz mop? view zero boot next noun envy rob, 
mummy bunny occur convex notice except convey immune concur 


Robb and Winn won every prize except the one event in town. 


1 | 2 i 3 4 5 | 6 x,t ££ + ta n- 17.4 


3. For “‘rocking-in” sequences. 


ago wag sag eat ate cat cab dab aft art put oh, one ohm war 
cost once puff cart army cafe save able coat page late pest 
water stiff shave agree about avoid after clear purse coast 


The costs for most labor on the Coast soared after the war. 
An agent agreed to put her cat and bag on the boat at once. 


1 | 2 3 | oe 2 tt se ae Oey a 9 | wf wi | sw 4 


4. For “rocking-out”’ sequences. 


tab tag gay bag bat vat fat rag rat you hop how not now tax 
tart gave baby vary fate rave your home none hour farm tare 
tardy gauge barge vapor favor ratio honor nouns young fairy 


Nora and Babs favored the farm and gave up the noisy house. 
You take my young horse, tame him, and enter the vast race. 


1 | : 2 Cf 4 | Be 6 | ret 8 | . | 2-2 °R 1 eon 
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for everyone on your list 


er 


Holiday trio by Bourjois. 
Designed to please the 
females on your Christ- 
mas list, whether they're 
eighteen or eighty. Co- 
logne, perfume flaconette, 
and purse cologne stick 
are attractively boxed for 
gay Christmas giving. 
Fragrance—the ever-pop- 
ular “Evening in Paris.” 
Price, $1.50. 


What man wouldn’t be 
delighted to find this lux- 
urious 9-ounce bottle of 
“Ice Blue Aqua Velva” 
after-shave lotion under 
the Christmas tree. Boxed 
in a handsome blue-and- 
gold foil carton, Aqua 
Velva is available nation- 
ally at toiletries counters 
for the modest price of $1. 


Two gifts for the price 
of one—Cheramy’s “April 
Showers” cologne in a 
tall, graceful acon. When 
the holiday season is over 
—and the cologne has dis- 
appeared—the flacon, a 
French design, can be 
used as a bud vase. Seven- 
ounce bottle, $1.50. 


in every price range 






























As feminine-looking as 
its name— Houbigant’s 
“Chantilly” perfume atop 
a dainty boudoir chair, 
An exact replica of the 
large-sized perfume bot- 
tle, this little flacon can 
be tucked into the purse 
so that “she can have 
fragrance wherever she 
goes.” Perfume and chair 
priced at $2. 


A snow-white reindeer 
with golden anilers lends 
a touch of festivity to a 
pretty and practical holi- 
day gift—Charles of the 
Ritz lipstick. Comes in 
three oi “Perfect 
Holiday,” “Perfect a 
and “Bonfire.” Priced 
$1.50. 


Prince Matchabelli’s co- 
logne lantern. The green- 
and-gold gift package 
holds three l-ounce bot- 
tles of Matchabelli fra- 
grances — “Holly Berry,” 
“Potpourri,” and “Rose.” 
Available at $1.50. 



































*) and under 


Swedish import—hand-crafted serving tray in Far East- 
ern teakwood or genuine walnut. Measures 22 by 13 
inches. Immediate delivery. Prepaid, $10. Horst Gunther 
Interiors, 60 Northeast 39 Street, Miami 37, Florida. 





Evyan’s “Golden 
Hearts” gift package 
contains perfume es- 





sences of five fragrances 
—“White Shoulders,” 
“Most Precious,” “Gol- 
den Shadows,” “Gay 
Diversion,” and “En- 
chanting Menace.” 
Each little heart con- 
tains 4 ounce of per- 


The “Bitsy,” by Rolfs. Small French purse holds bills, 
cards, and coins. Comes in a wide variety of colors—$3.95. 


_—_— 


a oe te 





fume essence—may be 
refilled from regular 
Evyan bottles. $7.50. 








Man’‘s jewel case in simulated calfskin by Mele. Colors 




































as 
t’s —black or suntan. Available at small leather goods de- 
top partment, Bloomingdale’s, N. Y.—$4.98 plus 50¢ postage. 
ur, 
the 
= Traveling coffee kit contains electric percolator; plastic 
oe cups, saucers, and teaspoons. Price: $9.75 prepaid from 
— the Gift World, 35 Tarrytown Road, White Plains, N. Y. 
ive 
“ Musical weather 
house. Austrian im- 
port is authentic copy 
of Alpine chalet—fea- 
tures Swiss-movement 
music box. Its modest 
price—$5.95—will keep 
your Christmas-gift 
“Voyagette Duette’ by Corday. Purse flacon plus refill budget in balance. 
ie bottle in “Toujours Moi” or “Fame” fragrance. $3.75. From the Gift World, 
na 35 Tarrytown Road, 
lie White Plains, N. Y. 
the 
in 
ect 
e,” 
at 
fa 
e 
“Beauty-Tote”’ by Barbara Gould. Compact little case 
A holds liquid cleanser, skin freshener, “Act of Beauty” 
sll a moisture cream, foundation, powder, and lipstick. $5. 
al 2 Epicure’s sampler. Canapé spreads to suit every taste. 
ot Ve Cuddly, white-plush dog Gift box contains three tins each of ham pdté, smoked- 
ra- e with black ears and nose, turkey pdté, smoked-shrimp pdté, and lobster pdté. 
y red felt tongue. Eight inches Shipped prepaid, $5.95, from Pinesbridge Farm, Ossin- 
a" high. Order from the Gift ing, New York. 
i World, 35 Tarrytown Road, 


White Plains, New York— 
$4.95 prepaid. 


*10 and under 








HERE COMES A TIME in almost every secre- 
Tea’ career when she looks around her office 
and gives a big sigh. It isn’t that she doesn't like 
her work, her salary, or her employer—far from it. 
But she has been seized by a sudden longing to be 
her own boss, to have her own business. 

The average secretary will dwell briefly on the 
idea of herself as a business tycoon, and then pro- 
ceed to forget all about it. Other girls, however, are 
vitted with an extra dash of initiative, daring, or 
what have you. They decide to take the risk—and 
its a big one—and start out on their own. 

Once such a momentous decision has been made, 
where does a girl begin? Just what kind of a business 
can an ambitious secretary hope to own? 

Well, if she’s smart (and all secretaries are), she 
may decide to become a public stenographer. Here is 
one field that offers a great deal to the skilled, ex- 
perienced secretary. If her business bid is success- 
ful, her rewards will be many—an assured future; 
interesting work; adventure; a sense of self-satisfaction; 
and, last, but not least, money. 

Judging by the letters we receive, the idea of 
becoming a public stenographer is gaining in popu- 
larity. Many of our readers have written to us for 
information on this career. Their questions are varied, 
but their most frequent concern is about the rates that 
public stenographers charge. To get an up-to-date 
answer to this particular query, we decided to conduct 
a survey. On the opposite page, you'll see the results. 

A word or two of explanation before you study the 
chart. All the rates listed are based on the answers 





GIRL WITH A FUTURE— 


THE PUBLIC 
STENOGRAPHER 


BY MARY JOLLON 


we received from public stenographers throughout the 
United States. Naturally, we couldn't list all the 
businesses, cities, and states individually. So we did 
the next best thing—divided the country into four 
main sections, then listed the rates—by the job and by 
the hour—for that particular section. 


REMEMBER THAT: 

Rates vary from business to business, city to city, 
state to state. 

Rates are an average of those in a particular sec- 
tion of the country. In the far West, for instance, 
rates for “dictation by the hour” ranged from a low 
of $2.50 to a high of $5.00. Average: $3.50. 

Some public stenographers charge by the job, others 
by the hour. Both systems offer advantages—to the 
stenographer and to her clients. 

Seemingly high rates often cover paper, carbons, 
stencils, and other supplies. Lower rates may mean 
that supplies are an extra expense—an expense that 
may prove to be a high one. 

Many public stenographers charge one rate for 
regular customers, a slightly higher one for transients. 


INTERESTED in becoming a public stenographer? Then 
study the rate chart carefully. Decide which rates 
will best fit your locality, your prospective clients, 
and your own skills. Make up a rate sheet of your 
own. Then, with a little capital, an office, and a 
few accessories—desk, typewriter, and so forth—you re 
on your way to what should prove to be a very 
successful career. 
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RATE CHART 





EAST SOUTH MIDWEST FAR WEST 
Job Hourly Job Hourly Job Hourly Job Hourly 
Rate Rate Rate Rate Rate Rate Rate Rate 
TYPING A LETTER FROM DICTATION 
Original copy, page 1 Pe és 2.50 (Ad- 75 9.50 50 3.00 85 3.50 
Original copy, other pages 75 ditional 75 2.50 35 \ for regular 75 (Often 
First carbon copy, any page 05 charge Free Free 10 customers: Free additional 
Each additional carbon copy O05 for 10 10 10 higher for 05 charge 
Addressing the envelop. 02 \ papel Fre Fre 06 transients Free for paper 
TRANSCRIBING LEGAL DOCUMENT 
FROM DICTATION 
Original copy, per page, if document is 
single spaced 75 2.50 (.05 1.25 2.50 75 3.00 (Ad- 85 3.50 
Original copy, per page, if document is { addition. | ditional | Additional 
double spaced 40 al charge 95 2.50 00 charge for By f.' charge for 
First carbon copy, any pag O05 for each Free Free 05 ‘ieee 10 / carbons 
Each additional carbon copy 05 carbon Bi. 10 O05 10 ( 
copy 


THE TIME (PER HOUR) 
TAKING CUSTOMER’S DICTATION 





Dictation 2.75 2.50 2.75 3.25 
TYPING JOBS 
Addressing 100 enve lopes (8 lines each 2.00 2.10 3.00 2.60 1.75 2.25 2.50 5.00 
Addressing 100 envelopes (4 lines each 2.50 2.50 3.50 3.00 2.00 2.50 2.75 1.00 
Inserting inside addresses on duplicated 

form letters, per 100 letters... 3.00 2.10 3.50 3.00 1.90 3.10 2.75 3.75 
['yping a manuscript (story, etc.) that is 2.50 

double spaced, per page AO Ne chara 20 2.50 A0 a hy f 3.50 
Typing a manuscript, single spaced, per for Ist 

page tasipsscideboivactiniccatlnigieinidisteetneaias 75 cottons .25 2.50 45 3.00 0 3.50 
First carbon of manuscript................. 05 05 charge Fre Free 05 Free Free Pre 
Each additional carbon of manuscript 05 ( for 2nd) 10 10 05 05-.10 05 10 
fyping full-page tabulation consisting Hourly 

of, say, 6 columns pea eeee 1.25 2.50 Basis 2.50 1.50 3.00 2.00 3.50 
lyping tables of contents, outlines, and 2.50 

bibliographies 75 2.50 per hour 2.50 1.00 3.00 1.00 3.50 
[yping a one-page letter dictated to you same 

at the typewriter 79 2.50 2.50 79 2.20 85 1.00 
DUPLICATING 
lyping letter-length stencil or Ditto mas- 

ter that is single spaced 1.25 1.75 1.50 2.50 1.60 1.60 1.00 1.65 
lyping letter-length stencil or Ditto mas- 

ter that is double spaced 1.25 1.50 1.50 2.50 AAO 1a seed — 
Charge you make for the actual stencil 

used 20 Free Free Free 23 Free 3S bree 
Charge you make for the Ditto master: 

sheet used Free Free Free Fre 30 Free 25 bree 
Running the first 100 copies By > an 1.00 75 | 1.05 1.15 3.00 75 
Running each additional 100 copies 50 .70 .60 .60 .90 .70 1.00 19 
PREPARING RESUME FOR 

JOB APPLICANTS Varies | 2.75 oe | le 3.00 Varies 3.50 
HOURLY CHARGE FOR LONG OR | ae = per page | — 3.00 to 10.00 

SPECIAL WORK 2.75 2.90 2.95 < (Depending 

| { on job) 
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Be File-wise 


BY MARGARET OTTLEY 
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Have a good command ~ Qa, 


ad shorthand? You can probably spe wd te pugh this page hare s based on Chapters One through Eight of the Manual. 
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F ITS IN A STENO POOL. I don't want it.” said 
| a pretty young job hunter to her interviewer. She 
was referring to an excellent position, one that offered 
a good starting salary, a 35-hour week, and an oppor- 
tunity for advancement. But all these assets were 
outweighed in the girls mind by one major draw- 
back—the job opening was in a pool 

This negative attitude toward steno pools is a 
fairly common one, in spite of the fact that it’s ill 
founded and out of date. Today, the trend toward 
big business has necessitated a pooling not only ol 
financial resources, but of manpower as well. Sec- 
retarial services formerly handled by one _ person 
now require the co-operative efforts of a team of 
highly specialized workers. The stenographic depart 
ment is playing a vital role in present-day industry 
vet many job seekers still turn up their noses at the 
very idea of working in a pool 

Are they justified? No, according to girls who actu 
ally work in steno pools. Interviews with a numbe1 
of happy, well-adjusted steno-teamsters reveal that 
the modern pool warrants a close second look by 
the girl starting out on a career or the woman r 
turning to one. Here are some of the most interesting 
quotes: 

4 recently -widowed woman, venturing back into 
the business whirl: 

“I felt homesick and lost that first day, as | 
took my place in the pool. Then the woman sitting 
at the desk next to mine pointed out the supply cab- 
inet and said brightly, ‘If you run out of anything, 
there's the frigidaire. I felt right at home and have 
been happy here evez> since.” 


“[m a word-watcher, I guess.” beamed a scholarls 
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looking girl. “Other people read the newspapers to 
be well informed—I look for lost words and_ typo- 
graphical errors. I'm the same way in the office. The 
messier the copy, the more illegible the handwriting 
of the author, the more fun I have. Just say I like 
puzzles.” 

“When I go home, I want to be completely free to 
devote my time to my three children,” answered a 
working mother. “My day’s office work is finished 
when I leave my desk. I don’t have to carry it home 
in mv head. No, I don’t shirk responsibility—I just 
don't want overlapping responsibilities.” 

A friendly girl smiled: “I'm from a family of seven 
children. By nature, I'm gregarious—can't seem to 
concentrate unless I have people around me. This is 
like home to me. I couldn't bear the thought of work- 
ing by myself.” 

A girl who lives alone confided: “I look forward 
to coming to work. I have made so many friends 
here. We often have group dinners, and I'm never 
without a companion for the opera or the theater.” 


A PRETTY, VIVACIOUS GIRL gave this reason for liking 
her job in a steno pool: 

“I came to New York from the West,” she explained, 
“and I had no idea of what I wanted to do. All I 
knew was that I wanted an interesting job, one that 
didn’t involve the same routine day after day. I 
liked the idea of meeting people, too. When I took 
this job in the pool, I found that it had everything 
I wanted. This is a big company, with many depart- 
ments. I've worked in all of them, doing a hundred 
different jobs for a hundred different people. There's 
something new every day, and I love it.” 

“I came here at the suggestion of a teacher,” said 
a young girl shyly. “She knew how frightened I was 
at the thought of dictation. After six months of tak- 
ing dictation from more than a dozen executives— 
with accents ranging from an Alabaman’s drawl to 
a Bostonian’s broad “A’s’—I feel ready to tackle Donald 
Duck.” 

A practical girl, breadwinner for three dependents, 
added seriously: “This company’s benefit program saw 
me through a hospital crisis that would have wiped 
out the savings account I had earmarked for my broth- 
ers college fund. It’s smart to look into such things 
when you are interviewed. Not all your salary goes 
into your pay check, you know.” 

“The 35-hour work week leaves me ample time to 
take college courses at night. Besides, I like the 
equipment here—new electric typewriters and beau- 
tiful desks.” This statement came from a girl who 
plans to get ahead. 

A statistical typist declared: “I love to put tables 
together so that they are comprehensible at first 
glance. But the thought of combining words makes 
me shudder. fortunately, the girl next to me is a 
natural-born hyplhenator. We always team up for 
text-and-table work.” 


One girl, with a reputation for being a speed- 





demon typist, laughed good-naturedly, “I was the 
fastest typist in my class, but my voice on the phone 
sounds like Tallulah’s with laryngitis. I'm very happy 
to get good pay for what I do best—typing.” 


So mucH FoR the words and phrases. What does it 
take to make a good member of a first-rate steno 
team? A former pool worker who now runs an em- 
ployment agency knows the answer: “A girl for this 
type of work should be able to play many positions, 
and excel in one. She must be as flexible as the 
players on a major-league baseball team, ready to pinch 
hit as the volume of the work load shifts. She must 
be a specialist in one phase of work—statistical typ- 
ing, speed steno, fast typing even under pressure, good 
grammar, excellent spelling, ‘mind-reading’ for manu- 
script or copy typing, or specialized vocabulary for 
engineering or medical pools. Any one of these spe- 
cialties will qualify a girl for a position in the high- 
ly efficient stenographic department of a leading 
corporation.” 

What makes a good pool? “Team spirit,” says the 
head of a small but perfectly balanced pool. “We 
have what I consider the ideal team. Each girl has 
a specialty to contribute. The over-all tone is far 
more important than the individual voices. To cite 
an example—a few weeks ago, a report deadline crept 
up on us and some overtime work was necessary. An 
eager newcomer volunteered to help, but, frankly, we 
could not use her for reports so soon. The experienced 
girl next to her was having difficulty finding a baby 
sitter on short notice so that she could help. Our new- 
comer volunteered to baby-sit, so the team could meet 
the crisis. That is the kind of spirit we like to find 
in our girls.” 


How DOES MANAGEMENT feel about the steno pool? 
One top executive had this experience: “Recently,” 
he said, “an important European client dropped in 
on us. He spoke only German, a language that I dont 
understand. In desperation, I called “steno”—sure 
enough, a German-speaking girl there helped us make 
the client feel at home until we made further contacts 
for him. I hear they have a girl there who speaks 
Spanish, too. Might come in handy some day. I turn 
over more and more problems to steno now.” 

Any good employment agency will give you all the 
facts you need to know about opportunities in steno 
departments. Stress your best point and particularly 
your interests. Ask yourself—what do I want from a 
job—salary, prestige, peace of mind, specialization of 
some kind? Two kinds of job seekers are needed in 
pools: those who want to stay in them—and those who 
don’t. The former will be rewarded by service and 
merit increases. The latter will find the training in 
a first-rate pool priceless as they advance in the 
organization. 

The next time you hear someone “talk down” a steno 
pool, remember these comments from satisfied pool 
members. Who knows—you might like it there, too. 
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BY CHARLES RADER 


It’s All 
In The 
PRACTICE 


1s LAST MONTHS article, “It’s All in the Mind,” 

we started on the road to perfecting our shorthand 
notes in order to enable us to transcribe more rapid- 
lv and accurately. If you practiced the drills faith- 
fully as outlined in the first installment, you are 
probably writing such beautiful notes that I had bet- 
ter watch out for my job! 

This month, we shall cover a few more drills and 
complete our discourse on penmanship. 

Here is a reminder of the way you should spend 
your time practicing these drills: 

1. Read the outlines in the drills, and study the 
models to see the application of each explanation. 

2. Write the first group of outlines—“you, one, 
yours truly, your order.” Compare your outlines with 
the models. 

3. Write the group a second time, trying to im- 
prove your first writing of the outlines. 

4. Repeat steps 2 and 3 with each new group of 
outlines. 

5. Write the entire drill once in your best short- 
hand. 


DRILL 8 


+ te ti” sie mah Bh, 
sais, sat 


You-your, one, yours truly, your order; other, you 
want; shoe, chew; for you, have you. 

To, new, numb; are you, into; us, hoof, you have. 

The “oo” hook is deep and narrow. In the first line, 


Yl 


i i 
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make sure that the two points of the hook are on 
the same level. 

In “to, new, numb,” keep the two sides of the 
hook parallel. In “are you, into,” the shape of the 
original curve should be maintained until just 
before the turn is made for the hook. It is espe- 
cially important in the “us” group that the hook be 


kept narrow. 
DRILL 9 


Q2Pa? 
ae te e+ chur 2” 


Way, say; we, see; you are, you will, it will. 

We are, we will; wear, whale; went, word. 

The outlines for “way” and “we” start with an up- 
ward stroke; the outlines for “say” and “see” start 
with a downward stroke. 

In “you are” the hook for “you” comes down again 
to the same level on which it started. Since the “r” 
and “l” begin with a slight downward stroke, that 
means that “r” and “l” are written below the level of 
the pronoun in “you are” and “you will.” “You will” 
and “it will” often cause confusion if not written 
carefully. 

In the outlines on the second line, the slant of 
the hook is slightly modified, because when the hook 
is allowed to turn a little on its side a much better 
joining is obtained. In “went” the blend should start 
up as soon as the circle crosses the line. In “word” 
the “r” is written in its normal way and then curved 
upward slightly at the end. 











DRILL LO 


bt te tao ¢. 
ee ee 


Present, please; brain, blame; free, value. 

Confident, cover, govern; keep, can be. 

All these combinations are written with one sweep 
of the pen. There is no pause between the strokes. 
In the combinations “pr” and “pl” there is a natural 
modification of the “p” as it joins with the other 
character. Compare the letter “p” when written alone 
with the same letter in the “pr” and “pl” combina- 
tions. The “b” in “br” and “bl” is not changea because 
of the nature of the joining. Thus, the “br” starts im- 
mediately down. When writing the “pr 
pen starts off toward the left. 





” however, the 


DRILL II 





Cue oo ett ge 

Use, human, useless; few, view, cue. 

Oil, soil, royal; toy, boy. 

Both the circle and the hook must be kept small 
in the “a” and “oi” diphthongs. Beware of introduc- 
ing anything resembling the letter “t” between the 
circle and the hook. On the other hand, be sure that 
the diphthongs have a complete circle and a complete 
hook; neither element should encroach on the terri- 
tory of the other. 


DRILL 12 





How-out, ounce, how many; now, cow, row, bow. 

Do not enlarge the hook in proportion to the en- 
largement of the circle. The hook in the “ow” diph- 
thong will almost always be slightly larger than the 
hook in the “a” diphthong. If you are not careful, 
the hook will grow too large. 


DRILL 13 
POS et ee Ae ae 
Pa an a ee aoe fe 


Tie, die; night, my; tied, dine; light. 

Sight, fine, pine, nice; hire, pile, hide. 

The “i” diphthong has often been described as a 
“broken circle.” The “break” should not be made 
until after the circle has touched the consonant 
stroke it is attached to. The break should be small. 

Notice that the circle in “die” does not join the 





to 
to 


“d’ with the right angle found in “day.” 


Because of 
the continuation of the stroke within the diphthong, 
the line approaches the consonant stroke from a some- 
what different direction. 


DRILL 14 





CO) lata cr 


Consider, goes; ours-hours, else: 
must. 

Puts, business, force; ships, which is: it is, Dear 
Sir-desire; those, tense, times. 


instant-instance, 


The “s” joinings are especially important because 
they occur so frequently. In writing the “s,” remem- 
ber that it should be a_ perfect miniature model 
of the shorthand letter “p.” Do not curl the “s” up 
until it resembles an “o” hook on its side. On the 


other hand, do not allow the “s” to become an “x.” 


DRILL 15 





2z 2 


a 
0” he a yor 


As soon as-sons, sums: stands, sounds: street, 


store, stone. 

The initial “s” should be exactly the same shape 
and slant as though it were a miniature “f.” 

In the “str” combination, the “t” should be short 
and written with a rather vertical inclination. 


DRILL 16 





9 FO Oe ae? Cl 

Seek, sag: sell, sale: seen, sit, sad. 

Kiss, guess; rest, less: niece, miss, mix. 

In judging the slant of the “s” in the outlines on 
the first line, we must consider that the “s” curve 
goes almost to the bottom of the circle. The circle 
must fit snugly in “sell” and “sale.” 

The same is true of the circle in “kiss” and “guess.” 
In the other outlines on the second line, our main 
problem is to keep the proper slant for the “s.” No- 
tice the definite slant of the “x” in “mix” as compared 
with the “s” in “miss.” 


DRILL 17 





a Mean ea 


at wit” 


Those, theme, they would, thick; that is, these, 
thief; of the, neither. 


A gh pm 


(Continued on page 45) 
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ROSES FOR MISS PITTS 


(Continued from preceding page) 
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Holiday glitter—huge dome-shaped pin 

of iridescent “Aurora Borealis’ stones by Vendome, 
a subdivision of Coro. Matching necklace features 
square and pear-shaped Aurora Borealis stones, 
with handsome Aurora pendant. Each piece about 
$20 plus tax. 





Gay as a Christmas-tree ornament—velvet princess bodice 
dress by Young Modes. Flared skirt features accordion 
pleated nylon net—velvet is water-repellent and bruise 
resistant. In red or black, sizes 7-15. About $40 
Available at Henry C. Lytton, Chicago, 

and Winkelman Brothers, Detroit. 















An elegant extra for your holiday wardrobe—pear! collar 
by Glentex. Rich white satin is overlaid with 
white pear!s that are outlined with silvered bugle beads. 
Cutout scalloped border shows off the fabric 
of the dress beneath. About $3. 
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Above: Pretty and practical—velveteen separates by Koret of California that are 
guaranteed washable. In red, black, or green; sizes 8-18 

Flared skirt, $14.95. Off-the-shoulder blouse, $8.95. Available at 

Richard’s Store, Inc., Miami; J. Pearl Rhoads, Portland; Macy’s, 

San Francisco; and Lillian Charm, Trenton 









‘ 
At Left: Have fun in your role of holiday hostess with a colorful—and comfortable— 
“Swirl.” Made of an all-woven and combed cotton. Shirred with nylon-wrapped 
elastic around the waistline for a flattering fit. In dusty rose, 

aqua, or gray; sizes 10-18. About $11. At B. Altman, New York; 

Bullock’s, Los Angeles; and Harzfeld’s, Kansas City, Missouri. 
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N KEEPING WITH the glitter and gaiety of the 

holiday season, you may yearn to add some sparkle 
to your appearance, too. One of the most becoming 
ways to do this is to use a little eye make-up. Discreetly 
applied, this subtle emphasis of your natural beauty 
enlivens your whole expression and brings stars to 
your eyes that rival those on the prettiest Christmas 
tree. 

For office wear, you may want merely to curl your 
lashes or to darken your brows and lashes. But for 
after-five festivities, there’s nothing like a touch of 
eye shadow and a few eye-outlining tricks to produce 
a radiant sparkle. 

Eye beauty begins with pretty eyebrows—a smooth, 
well-defined arch, unmarred by stragglers and strays. 
For most girls, this requires a once-a-week session with 


BY HiT LEN WHITCOMB 


the tweezers (never a razor! ). If you smooth a bit of 
face cream over the brow area before you begin 
plucking, the hairs can be tweezed easily and pain- 
lessly. Pull brow skin taut, and pluck hairs in the 
direction in which they are growing. Clear away stray 
hairs between the brows and under the arch. Remove 
those that cause the line to droop unattractively at 
the corners. Only in rare cases should it be necessary 
to remove any hairs above the brow. Final step: apply 
a bit of witch hazel to the brow area. 


1, When tweezing has been completed, comb or brush 
the brows into a neat arch. Then, with a sharp eye- 
brow pencil, go over the eyebrow hairs to darken them. 
The ideal brow length is the width of the eye. If your 
eyebrows are too short, you can carefully add a tiny 
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extension with eyebrow pencil. (Don't, however, make 
the mistake some girls do of penciling the brow so 
long that the addition is unbecomingly obvious.) Use 
short, quick, sketchy strokes; never a crayony, continu- 
ous line. Stroke lightly and often. Then, gently rub 
the brows with a fingertip to blend in the color. Select 
a pencil shade that matches your natural brow color 
as nearly as possible. 

2. Most eyebrow pencils are soft enough to use for 
outlining the evelid, too. Outlining is a job that calls 
for a practiced hand, and neophytes should experi- 
ment until they achieve the most natural effect. Pull 
the eyelid taut and draw a fine pencil line at the 
base of the upper lashes. It can be extended ever so 
slightly at the outer corners to make the eyes look 
larger and the lashes fuller. This line must be even and 
continuous, never smudgy or sketchy. 


3. Eye shadow should be just that—a mere shadow 
or suggestion of color. Choose a shade to compliment 
your own eye color or to blend with your costume. 
Then, using a tiny bit of eve shadow, apply a dot to 
the center of the upper lid, just above the lashes. 
Lightly smooth this color to the outer edges of the 
eyes, and blend it upward over the eye until the color 
fades off into nothingness. Set color by pressing a 
powder puff lightly over the lids. (The powdering 
also blots any oil that may adhere to your lashes and 


provides a good base for mascara. ) 


1. Mascara does more than any other eye cosmetic 
to create the illusion of large, lovely eyes. For pale 
blondes or redheads with light lashes, mascara can do 
marvels. Even the blackest lashes are improved, be- 
cause all lashes have light tips and will seem longer 
and fuller when darkened with mascara. Select the 
shade as you select your eyebrow pencil—choose a 
color that best matches your hair coloring. Mascara 
comes in two forms: cake and cream (in a tube). The 
cake type must be put on with a wet brush. Moisten 
the brush with warm water, shake off excess moisture, 
and rub the brush over the cake until you work up a 
creamy consistency. Avoid getting the brush too wet, 
or it will pick up too much color and your lashes will 
be beaded. Cream-style mascara is a boon to begin- 
ners, in that it is ready to apply just as it comes from 
the tube—no guesswork, no mixing. Cream mascara is 
used on a dry brush. 

Sweep mascara onto the underside of the upper 
lashes, using root-to-tip strokes. Devote particular at- 
tention to the lashes at the outermost and innermost 
corners. This helps add the illusion of width. Many 
girls like to go over the lashes again with a clean 
brush to remove any excess mascara and to prevent 
the lashes from sticking together. 

Then, for a perfect finishing touch, take a minute to 
curl your lashes with an eyelash curler, another ally in 
making lashes appear longer and in giving your eyes 
a Merry-Christmas twinkle. 
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The Perfect Gift! 


A 
Membership 
In The 
PLANT of 
the MONTH 
CLUB 





Here is tl YEAR “ROUND 

GiewT rhril aml beauty 

r f ! t r ‘ 

I th \ 1 { r 
il t bull by plant experts; 

t ! { terest I 

tor t flower woul ost many times more in shops 

LOVELY LILY-OF-VALLEY (illustrated) will be their 

first selectio GUAKANTEED to bloor in 21 days 

GIFT CARDS will } sent bearing vour name 

SURPRISE BONUS for first 1,000 ew members 

FLLL YEAR—Special Bonus—32-page book, “*How 


and Bloom House Plants.” 


SIX MONTHS MEMBERSHIP 56 
FULL YEAR WITH BONUS BOOK °12” 


To Grow 


| Plant of the Month Club | | 
| Dep!. M-60, Des Moines 9, lowa | 
Gentlemen: | 
| Here is my check or money order for $6.00 
| 6 months, [) $12.00, one year. Please send to | 
| persons named on attached card | 
| Name | 
| Address | 
| City State | 
cea cement ss estes ee cei i ie a masala inn eam as ail 








BORROW $50 TO $300 {usr tous 


You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer will not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr.  Brundidge, Ala. 
Name 
Address 
City 








State 





grence 
Genenne 











WALLET SIZE 
DELUXE PRINTS 


Original Picture 
Returned 
SEND ANY SIZE 
PHOTO OR NEGATIVE 


FEDERAL WALLET SIZE PHOTO CO. 


P.O. Box 2448 Dept. TS-12 Kansas City, Mo. 


PHOTOS COPIED 

































NECKLACES 
EARRINGS 
BRACELETS 
WATCHES 


SAVE money on America’s most beautiful 
jewelry. Lowest wholesale prices. Neck- 
laces, Eorrings, Brocelets, Pins, Watches. 
Outstanding values! Make finest gifts. 


Write today for FREE folder, wholesale FREE 


price list. EXPECT SOMETHING NEW! FOLDER 
A. LEON LYNCH, Distributor 









Today’s Secretary 


Goes Shopping 








402-18 HAZLETT AVENUE, BALTIMORE 29, MD. 


Wonderful Way to Set a Table— 
place settings in stainless steel. Hand- 
some—the simple lines of the Swedish- 
modern design will look well any tim 
anywhere. — Practical steel 
never needs polishing, cannot rust, has 
no plating to wear off. Set consists of 
6 knives, 6 forks, 6 t aspoons, 6 soup 


stainless 


spoons, all in heavy stainless 


steel. Knives are 


-Fauuge 


from solid bars 


mace 





of steel to insure long life, have ser- 
rated edges tor smooth, sharp cutting. 
Perfect flatware tor with a 
budget to consider. Ideal, too, as an 
extra set for festive The 
price is unbelievably low. Complete 
set—24 pieces—is $5.95, plus 50 cents 
for shipping. Order from the Rallen 
Company, Dept. TS, 35 East 28 Street, 
New York 16, New York. 


those 


occasions. 


A Present to Delight the heart of any 
child—a cup with his very own name 
on it. Imported white porcelain cup is 
hand-decorated with gaily colored ani- 
mal paintings and personalized with 





the recipient’s name. Decorations can- 
not wash or wear off. Cup is 3 inches 
high, holds 6 ounces. Child can handle 
it easily. Will help him drink more 
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liquids now, and become a_ precious 
memory of babyhood later on. Intro- 
ductory price only $3.98, postpaid. No 
C.O.D.’s.. From Lederman Imports, 
Dept. TS, 5581 Ridgwood, Detroit 4, 
Michigan. 


For “Do-It-Yourselfers”—willing and 
tool set that holds just 
about everything necessary for a repair 


otherwise—a 


job. Five tools are stored in the ham- 
insert them in the head 


handle ; 


mel 





for a particular job. Set is really well 
made, forged of finest Solingen steel, 
heavily nickel-plated for added wear. 
It measures 5% inches and is really a 
mighty mite when it comes to home 
repairs. Gift-boxed. Price is $2, 
paid, from F. G. Busse Importers, 
Dept. TS, Vineland 13, New Jersey. 


post- 


Fruitcake, the luscious old-fashioned 
kind, made from a recipe brought to 
the Southern colonies by the first set- 
tlers. The best fruits and nuts are com- 
bined with the finest ingredients. Aged 
with brandy for the perfect “added 





Fruitcake is made in small 


touch.” 
quantities to insure a fine product. 


Wonderful “as is,” or serve it sliced 
thin and topped with lemon sherbet or 
ice cream. Two-pound fruitcake is $5; 
3-pound cake is $7; big 5-pound size 
is $10. Packed in holiday wrappings, 





with an interesting leaflet telling about 
special Christmas customs. Shipped 
postpaid and insured to any part of the 
United States. From Holli Smith Ba- 
zaar, Dept. TS, 4905 8th Avenue 
South, Gulfport 7, Florida. 


One Traveling Companion that could 
indispensable—Auto- 
practical, new road-map 
It contains complete highway 
information for either the eastern or 
western halves of the United States, 
thus eliminating the need for carrying 
Auto-Mapic has a 


prove to be 
Mapic, a 


guide . 


dozens of maps. 


Pe MATT 





push-button system that allows for easy 
operation. A flip of the finger—and the 
desired road appears in focus in a 6%- 
by 12-inch area. Attractive carrying 
case keeps Auto-Mapic travel-ready. 
Just the thing for that traveling rela- 
tive, friend, or boss. (Maps of Austria, 
Spain, Sweden, Great Britain, and 
Germany are available, for lucky tour- 
ists.) $14.95, postpaid, from Auto- 
Mapic, Dept. TS, 73 West 11 Street, 
New York 11, New York. 


A Bright Star to hold your loveliest 
flowers and greenery. Made of crystal- 
clear plastic, the Spectro Star catches 
the rays of the sun, breaks them into 





a thousand shimmering fragments of 
colored light. Star may be placed on a 
table or shelf or hung in the window 
by its adjustable 2-foot brass chain. 
It measures 5 over-all, adds 
beauty to any Stars are $2 


inches 
setting. 


The 
Th ing 


yseS 


LO Hee 


cl 
AL 


FIVE 
HEAVENLY 
PERFUMES 
e Flam' d'Amour 
e Sable e¢ Dix Huit 


. e Virago ¢ Ecoutez - Moi 


SPECIAL OFFER - Five 1 dram bottles, 
attractively boxed.... $7.50 incl. tax. 


GREENPAGE CO. 


Box 111 © New York 63, N. Y. 











TO ALL GALS! 
















Write for our catalog show- 
| ing a wonderful collection 
s of modish flats and fash- 
ion mediums designed 
with you in mind. In 
sizes AAAAAA 
to C, 2% to 14. 


It’s FREE! 
Write for 
it today. 


DRESSY FLATS, INC. 


P. O. Box 111, Dept. 2, Malverne, N. Y. 







10 PRINT WALLET 
PICTURE HOLDER 
with each order 


WALLET 
) F 4 


PRINTS 
00 plus 
25c¢ 
handling 
ACTUAL SIZE (60 for 2.00) 
244" x 34Q" 


LIMITED TIME OFFER: Valuable 
vinyl window picture holder given 
with each order of famous ROY 
Wallet Prints. Perfect portrait 
snapshots for job, school, pass- 
port applications . a lasting 
memento to give and exchange 
with family and friends. Send us 
your picture (or negative) with 
$1.25 which includes handling for each pose— 
get back your original with 25 beautiful ROY 
Prints on luxurious silk-finish portrait paper 
along with your FREE picture holder. Order 
today—satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. SK-12, GPO Box 644, New York 1, N. Y. 


FREE PHOTO-HOLDER COUPON 
ROY PHOTO SERVICE 

Dept. SK-12, GPO Box 644, New York 1, N. Y. 
i am enctosing $... ee for (25 


Prints $1.25) each of pictures here- | 
with. Send FREE Print Holder. 


ROGTOEB. .ccccccccccccceseseeeseseceseses | 


City.. eoevecccrcene Zone 
]) Money Enciosed 


| Name 
J 











THE SECRETARY'S $98 ” 
CHARM BRACELET 


OXED 

OSTPAID 
Twelve accurate miniatures of the secretary's 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 112-S, NEW YORK 10, N.Y. 





| DON’T HUNT 
) FOR BELTS! 


TYDI BOY 
BELT HANGER 
| PPD. ONLY $1.00 


Be a quick change artist—find the 
right belt in seconds—with Tvdi 
Boy Belt Hanger. Hangs like 
a coat hanger. Takes no room. 
No screws to fasten. Opens like a 
key ring. Select belt to match your 
costume with a twist of the wrist. 

. In beautiful, durable chrome fin- 
ish to ornament your closet. Post- 
paid, only $1.00, 


Wonderful Xmas Gift for friends, 
for Dad and Boys, too! 
Special—2 for $1.95 
Cuaranteed to Please. 
j Order by Mail. No C.0.D."s Please 


| GLASSCRA FT 920-T Chicago Ave. 





Evanston, Illinois 














KING-SIZED 


" COIN BANK 


Made of handsome durable 
plastic; brightly colored top 
and bottom in red, yellow or 
green. Clear cylinder to see 
your savings. Size 5 by 8 
inches. Chrome post, ring 
and 2 key lock. This bank has a foolproof 
patented money slot; takes all coins even 
silver dollars. Only $2.95 two for $5.60 post- 
paid. Guaranteed. 


THE BOWER MANUFACTURING CO. 


Dept. 237 Goshen, Indiana 
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What Is Your’“1.Q@Q.“’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D16, Box 401, Palo Alte, California. 




















101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 
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JEWEL on your trip to Mexico « Latin America + Spain 
BRITE In just two short weeks or less, 
Cleaner you will know enough Spanish 
to order meals, shop, ask the 
SAFE questions you need. . -all in 
now only Spanish.New, condensed record 
le course, CONVERSATIONAL 
for postpaid SPANISH FOR TRAVELERS 
omammnan:.; MO TO MEXICO, Officially 
Jewelry FREE GIFT IF YOU Approved by the Mexican Gov- 
ACT ! ernment. Four 45 R.P.M. Ex- 
IDEAL ; = aw . tended Play Records, 60-Page 
Timely booklet on Mexi- instruction Book, 10 Photos of 
for cana EF ae Points of Interest in Mexico. 
you de 
Christmas oto, Keep the ‘Record (OFFICIALLY APPROVED BY 
send now! “"" IMEXICAN GOVERNMENT 
Jewelry sparkles anew with JEWEL-BRITI Send Check or Money Order | 
Absolutely safe for jewels, pearls, metals and Unconditional Money-Back Guarantee 
hands. Mild as perfume and does not evapo MEXICAN SPANISH ACADEMY 
é | I t 
rate. Hang your jewelry on the hook, place in Dept. T12, 520 Fifth Ave., New York 36, N.Y. 
bottle for 5 min., brush, rinse, and dry. Order - — 
today. Each $1.25 or 3 tor $3.00 ppd 
BRUSHMAKERS, Inc., Sout th St 


Minneapolis 











WANT TO BE A CPS? 











Start preparing now for the next CPS exams 
with our study guide or correspondence course 
write for prices Used for 4 years in the fa 
mous Long Beach, California, course; and by HICKORY-DICKORY-DOCK Fun Galore! 
students, colleges, and corporations in 32 states FOR ONLY 
Study Guide, $3.08; Practice Tests, $2.08. Texts EC EARRINGS a 
available. Business Research Associates Incor- Sensational . . . conversa- ~ CoO 
porated, PO Box 7093, Long Beach 7, California. tional... cute as a bug and PAIR 
soft as peach fuzz. Beady 
eyed, velveteen mice can ' : 
be had in gray or white. a ~. 
Pierced or screw back, OSlagse ra 
An Album for Your Enchantment Shop Unconditional 
° *g° Money Back 
Achievement Certificates Santa Fe 25, N. M Guarantee 





Just as a picture album enhances and pre- 
serves your favorite photographs, so the 








Gregg Achievement Record Album protects EVERY SECRETARY SHOULD GIVE 
and displays your valued certificates of HER BOSS MINK FOR XMAS! 
achievement. You can mount your certifi- : 
cates for shorthand, typewriting, and book- Yes, flabbergast him with MINK! 
keeping. . 

Order yours today from the GREGG Genuine Ranch 
AWARDS DEPARTMENT, 330 West 42 Street, Mink Bow Ties 
New York 36, N. Y. One costs 25 cents; a $5 Sor ¢12" 


dozen only $2.50. 





Genuine Ranch 











Mink Covered 
Can-Bottle ‘ 
i 





Openers _ 
Rhinestone Trim — 
$ each, ppd. af 
3 tor $5 
MecDANIEL FURS 
903 S. Glenstone Springfield, Missouri 
























FORCES You To Save 


$100.00 a Year Automatically 


with each Perpetual Date & Amount Bank, 25c a 
day keeps Date up-to-date. Also registers amount 
saved. Forces you to 


é 


ACTUAL SIZE 
22 x 32 






















>> FROM THE S 
WORLD'S FOREMOST \. 
WALLET PHOTO PRODUCER 


That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture, Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™ = LARGA-PIC — BOX Z-20™ 


save daily, or Calen- 
dar won't change 
date. Use year after 
year. Save for gifts 
car, vacations pay 

ments, etc Reg 

$3.50—Now only 
$1.99 each: 3 for 
$5.75 ppd. Mail cash, 
check or money order 
to LEECRAFT, Dept 
TS, 300 Albany Ave., 
Brooklyn 13, N. Y¥ 


FREE WHOLESALE CATALOG 




































‘a 
' BROOKLINE 46, MASS. : 
7 SAVE MONE Y—-MAKE MONEY 
a Enclosed is $ for ° pictures : o No Experience, At amt oy St met Nec- 
2 Name 2 i at NO OBLIGATION for FREE WHOLE- 
& ade : a Casale of Diamonds, Jewelry, Appliances, 

ress P iifts, ete 

. ao out an , WATSON SALES CO. 
7 Y — jare + Box 67, Dept. TS-12, Rugby Sta., Brooklyn 3,N.Y. 
ee ee 8 ee eee eee ee ee 8 ee 
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each; 3 for $5.75. All prices postpaid. 
They make delightful gifts. From Gift 
World, Dept. TS, 35 Tarrytown Road, 
White Plains, New York. 


The Prettiest Cakes and Cookies in 
town—yours with a “Duo-Color Cake 
Decorator.” This clever device holds 
two colors of icing, dispenses them 
simultaneously. Keeps colors separate 
or blends them for interesting varia- 


tions. Plasticized-nylon bag is supplied 





with six tips to form icing into fancy 
shapes. Decorator can be used to 
“pretty up” canapés, salads, and des- 
serts with cream cheese, mavonnaise, 
or whipped cream, tinted with vege- 
table coloring. Easy to use; easy to 
clean. Just $2, postpaid, from Gay 
Gifts, Dept. TS, Box 53, ¢ edar Grove, 
New Jers y. 


Telephone Numbers are always easy 
to find when they’re in a handsome list 
finder from the Bates Manufacturing 
Company. Simply slide the guide to 
the desired letter of the alphabet, press 
gently, and the right page flips open 
before your eves. And Bates list finders 
are color-styled, too. The new “Coro- 
net” line features Scotch plaids, black 
and chrome. stripes, and = simulated 
wood. One of them is bound to look 
well beside your phone. Incidentally, 








a telephone list finder rates high as a 
shower gift. Models in the Coronet 
line retail at $5.50; other lines retail 
from $1.95 to $6.95. If you can’t find 
them in one of your local stores, write 
to the Bates Manufacturing Company, 
Dept. TS, Orange, New Jersey. 
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1ergy Terms in GREGG SIMPLIFIED 


Compiled for Today’s Secretary by James Dutton 
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Grand Opening 
of the 
Forty-Fourth 


International 


Order of Gregg Artists 
Certificate of Bonorable Mention 


Central School 


abet the instenctimn ot CT {'s Sy Parrbert sang 





oat Awe as Jf her otader 


Cxmmameng Commitee 


OGA CONTEST 


BY FLORENCE ELAINE ULRICH—Director, Gregg Awards Department 


ERE IS THE ADVENTURE 

that thirty thousand enthusi- 
astic Greggites all over the world 
have been waiting for—the grand 
opening of the International OGA 
Contest that will determine the 
shorthand writing champions of the 
year! 

Since September, our mails have 
been flooded with letters asking for 
criticism of notes, the key to the 
marking of the OGA (free on re- 
quest ), and “just a word of encour- 
agement that will help us win!” 

The OGA Contest has focused 
the attention of shorthand writers 
everywhere on the need to practice 
for good notes—and on the fun that 
may be had from the exciting ex- 
perience of entering the contest. 


THIs, I KNOW TO BE A FACT from my 
own experience when, as a student, 
[ entered the OGA Contest. With 
a ream of the best paper I could 
obtain, a new fountain pen, and 
several well-sharpened pencils, I 
began the practice. Sheet after sheet 
fluttered to the floor as, after close 
scrutiny, I discovered here and there 


an outline 1 (Continued on page 40) 
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Contest Copy 
Also, copy for December OGA Membership Test 


(See instructions on opposite page) 


aw ey ea — 2 re ”= YP 
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(Turn to page 4 for the Junior OGA Test) 
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Rules and Prizes for 


YRIZES ARE AWARDED on shorthand 

style only. Notes must be written flu- 
ently and accurately. Do not draw the 
outlines. Write them at a normal speed. 
Pay close attention to form of curves, size 
of circles, length of strokes, and slant— 
and make firm, smooth notes. 

Prizes are given for both team and in- 
dividual effort. Ten or more entries from 
one school or office constitute a “team.” 
(If there are not ten entries, the papers 
are still eligible for individual prizes. ) 

School teams will be entered in their 
respective school divisions: Public High 
School Division, Parochial School Divi- 
sion, Collegiate Division (Colleges and 
Private Schools), or International Divi- 
sion (schools from countries other than 
the United States and its possessions ). 


School Prizes 

The Granp ScHooL Prize, a beautiful 
silver loving cup, goes to the team making 
the highest score of all four school divi- 
sions of the OGA Contest; together with 
i. $100 U.S. Savings Bond, which will be 
awarded to the teacher o1 group ot teach- 
ers entering the winning team. 


First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U.S. Sav- 
ings Bond to the teacher or group of 
teachers entering the team. 

Second Place. Second-Prize OGA Ban- 
ner to the winning team, and a fountain 
pen desk set to the teacher or teachers. 


Third Place. Third-Prize OGA Banner 
to the winning team, and a desk calendar 
to the teacher or teachers. 

(If more than one teacher is repre- 
sented in a team, the cash prize will be 
divided equally. All school cups are now 
permanent awards. ) 

Next Five Places. Prize-School Banner 
to the winning teams, and an Esterbrook 
fountain pen to the teacher or teachers. 

Next Fifty Places (all divisions ): Prize- 
School Banner to the winning teams, and 
a blue and gold enamel O G A Pin to the 
teacher or teachers. 

Honorable Mention Certificates will be 
awarded to teams with a rating of 50 or 
better, as follows: Gold Seal, rating of 
70 or better; Red Seal, rating of 60 or 
better; Blue Seal, rating of 50 or better; 
and a gold OGA Pin will be awarded to 
the teacher or teachers. The OGA Honor- 
able Mention Certificate, beautifully en- 
grossed with the name of the teacher and 
school, may be mounted attractively on a 
mahogany plywood plaque, 10 by 12% 
inches, laminated with gold bevel and gold 
stripe around the Certificate, and backed 
with an easel, for $5, postpaid. These 
plaques are beautiful and permanent. 

If your school team wins the OGA 
Honorable Mention Certificate and de- 
sires to have it mounted, you should re- 
turn the announcement that will be mailed 
to you after the Contest entry has been 
rated, together with $5. If we have not 
heard from the school by the time the 
certificate is ready for mailing, we shall 
send it without mounting. If only one 
plaque is ordered in a school where two 


or more teachers win individual OGA 
Honorable Mention Certificates, please 
give the name of the teacher who is ap- 
plying for the plaque, if all teachers do not 
request it. 

Every school team entered in the Con- 
test will be considered for the Grand 
Prize, but the team that wins it is auto- 
matically taken out of competition for the 
First-Prize Trophy in its respective school 
division. 


Individual Prizes 


The Individual Grand Prize silver lov- 
ing cup will be awarded to the writer of 
the best specimen received in the Contest. 
Winning this event automatically bars the 
winner from competition for first place 
in his respective division. 

All shorthand writers, except winners 
of first place in any previous OGA Con- 
test, are eligible for Individual Prizes, 
and every Contest specimen will auto- 
matically be put into competition for the 
Individual Grand Prize. 

Individual specimens will be classified 
according to the status of the writer, as 
follows: (1) Teacher, (2) Student, (3) 
Secretary, or Shorthand 
Reporter. Identical prizes will be awarded 
in each of the Individual Divisions: 

First Place. Small Silver Loving Cup 
(a permanent award 

Second Place. Sterling-Silver OGA 
Medal or Lavaliere. 

Third Place. Esterbrook fountain pen 
desk set. 

Next Ten Places. Copy of Hut hinson’s 
Standard Handbook for Secretaries, with 
winners name imprinted on cover. 


Stenographer, 


All specimens rating Honorable Men- 
tion will receive the gold OGA Pin. The 
office group that submits the best spe ci- 
mens will be given a special team cup. 

Duplicate awards will be made in case 
of ties. 


Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters; proportion in the length 
ot strokes and sizes of circles; and on 
facility of joinings. 

School teams are rated on: 


1. Percentage of papers submitted from 
shorthand students in class or classes 
eligible to compete. 

2. Percentage of specimens qualifying 
for OGA Membership. 

3. Percentage of specimens awarded 
Honorable Mention. 

4. One point additional credit will be 
given for each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed of 
Alan C. Lloyd, Charles E. Zoubek, Charles 
Rader, Anne G. Kovacs, and Florence E. 
Ulrich, Contest chairman. 

Before preparing individual and team 
papers, read these important details. 


TODAY'S SECRETARY @ December, 1956 


the 44in OGA contest 


General Instructions 


1. The Contest copy on the opposite 
page must be used by all contestants. 


2. Any good penmanship paper, pref- 


erably ruled, may be used. 


3. Pen (preferably) or pencil may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo of 
blackboard notes must be submitted in 
the Teachers Contest Division. 


4. Write your name and address at the 
top of the paper. If you are a teacher or 
a student, give the name and address of 
your school, and state whether or not you 
hold an OGA or Contest award. 

If you are a reporter or office employee, 
give the name of the firm by whom you 
are employed and mark you! Contest copy 
“Stenographers Division.” 


5. Only one paper may be entered by 
any one contestant, but the Contest copy 
may previously be practiced to develop 
contestant’s best style. 


6. Mail Contest entry to OGA Contest 
Committee, Topays Secretary, 330 
West 42 Street, New York 36, N. Y. Post- 
age must be paid at first-class rate. 


7. An OGA Contest Blank, properly 
filled out, must accompany School Con- 
test Clubs. Teachers can obtain this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped, self-addressed envelope. 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January. ) 
[his Contest Blank is to be used in 
connection with School Clubs only. 


8. No entry fee is charged. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
should be addressed to the Membership 
Examiner, Topay’s Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 15 cents for Membership Certifi- 
cate; 50 cents for Superior Merit Certifi- 
cate or OGA Pin. If the Superior Merit 
Certificate is to be mounted on a plaque, 
the charge will be $5. 


10. The Contest closes March 1, 1957, 
and papers that reach us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 15.) Results will be announced 
in the June issue of Topay’s SECRETARY. 
No report on the Contest other than that 
will be made (except mailing of prize 
awards and certificate reports on Mem- 
bership applications ). 


11. We repeat: Ten or more contest- 
ants are required to constitute a Contest 
team. Only one team may be entered by 
any one school or office, but the students 
of more than one teacher and stenogra- 
phers of more than one department may 
combine their work into one club repre- 
senting the school or the office. If fewer 
than ten are eligible, contestants may 

(Continued on page 40) 
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OGA CONTEST 


BY FLORENCE ELAINE ULRICH—Director, Gregg Awards Department 


H* SRE IS THE ADVENTURE 
that in thousand enthusi- 
astic Greggites all over the world 
have been waiting for—the grand 
opening of the International OGA 
Contest that will determine the 
shorthand writing champions of the 
year! 

Since September, our mails have 
been flooded with letters asking for 
criticism of notes, the key to the 
marking of the OGA (free on re- 
quest ), and “just a word of encour- 
agement that will help us win!” 

The OGA Contest has focused 
the attention of shorthand writers 
everywhere on the need to practice 
for good notes—and on the fun that 
may be had from the exciting ex- 
perience of entering the contest. 


THIS, I KNOW TO BE A FACT from my 
own experience when, as a student, 
[ entered the OGA Contest. With 
a ream of the best paper I could 
obtain, a new fountain pen, and 
several well-sharpened pencils, I 
began the practice. Sheet after sheet 
fluttered to the floor as, after close 
scrutiny, I discovered here and there 
an outline I (Continued on page 40) 
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Contest Copy 
Also, copy for December OGA Membership Test 


(See instructions on opposite page) 
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(Turn to page # for the Junior OGA Test) 
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Rules and Prizes for 


YRIZES ARE AWARDED on shorthand 

style only. Notes must be written flu- 
ently and accurately. Do not draw the 
outlines. Write them at a normal speed. 
Pay close attention to form of curves, size 
of circles, length of strokes, and slant— 
and make firm, smooth notes. 

Prizes are given for both team and in- 
dividual effort. Ten or more entries from 
one school or office constitute a “team.” 
(If there are not ten entries, the papers 
are still eligible for individual prizes. ) 

School teams will be entered in their 
respective school divisions: Public High 
School Division, Parochial School Divi- 
sion, Collegiate Division (Colleges and 
Private Schools), or International Divi- 
sion (schools from countries other than 
the United States and its possessions ). 


School Prizes 

The Granvp ScHooL Prize, a beautiful 
silver loving cup, goes to the team making 
the highe st score of all tour school divi- 
sions of the OGA Contest; together with 
1 $100 U. S. Savings Bond, which will be 
awarded to the teacher or group otf teach- 
ers entering the winning team. 

First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U. S. Sav- 
ings Bond to the 
teachers entering the team. 

Second Place. Second-Prize OGA Ban- 
ner to the winning team, and a fountain 


teacher or group of 


pen desk set to the teacher or teachers. 

Third Place. Third-Prize OGA Banner 
to the winning team, and a desk calendar 
to the teacher 

(It more than one teacher is repre- 
sented in a team, the cash prize will be 
divided equally. All school cups are now 
permanent awards. 

Next Five Places. Prize-School Banner 
to the winning teams, and an Esterbrook 
fountain pen to the teacher or teachers. 

Next Fifty Places (all divisions ): Prize- 
School Banner to the winning teams, and 
a blue and gold enamel O G A Pin to the 
teacher or teachers. 

Honorable Mention Certificates will be 
awarded to teams with a rating of 50 or 
better, as follows: Gold Seal, rating of 
70 or better; Red Seal, rating of 60 or 
better; Blue Seal, rating of 50 or better; 
and a gold OGA Pin will be awarded to 
the teacher or teachers. The OGA Honor- 
able Mention Certificate, beautifully en- 
grossed with the name of the teacher and 
school, may be mounted attractively on a 
mahogany plywood plaque, 10 by 12% 
inches, laminated with gold bevel and gold 
stripe around the Certificate, and backed 
with an easel, for $5, postpaid. 
plaques are beautiful and permanent. 

If your school team wins the OGA 
Honorable Mention Certificate and de- 
sires to have it mounted, you should re- 
turn the announcement that will be mailed 
to you after the Contest entry has been 
rated, together with $5. If we have not 
heard from the school by the time the 
certificate is ready for mailing, we shall 
send it without mounting. If only one 
plaque is ordered in a school where two 


or teachers. 


These 


or more teachers win individual OGA 
Honorable Mention Certificates, please 
give the name of the teacher who is ap- 
plying for the plaque, if all teachers do not 
request it. 

Every school team entered in the Con- 
test will be considered for the Grand 
Prize, but the team that wins it is auto- 
matically taken out of competition for the 
First-Prize Trophy in its respective school 
division. 


Individual Prizes 


The Individual Grand Prize silver lov- 
ing cup will be awarded to the writer of 
the best specimen received in the Contest. 
Winning this event automatically bars the 
winner from competition for first place 
in his respective division. 

All shorthand writers, except winners 
of first place in any previous OGA Con- 
test, are eligible for Individual Prizes, 
and every Contest specimen will auto- 
matically be put into competition for the 
Individual Grand Prize. 

Individual specimens will be classified 
according to the status of the writer, as 
follows: (1) Teacher, (2) Student, (3) 
Stenographer, Secretary, or Shorthand 
Reporter. Ide ntical prizes will be awarde d 
in each of the Individual Divisions: 


First Place. Small Silver Loving Cup 
(a permanent award 

Second Place. Sterling-Silver OGA 
Medal or Lavaliere. 

Third Place. Esterbrook fountain pen 
desk set. 

Next Ten Places. Copy of Hutchinson’s 
Standard Handbook for Secretaries, with 
winner's name imprinted on cover. 

All specimens rating Honorable Men- 
tion will receive the gold OGA Pin. The 
office group that submits the best speci- 


mens will be given a special team cup. 


Duplicate awards will be made in case 
of ties. 


Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters; proportion in the length 
of strokes and sizes of circles; and on 
facility of joinings. 


School teams are rated on: 


1. Percentage of papers submitted from 
shorthand students in class or classes 
eligible to compete. 


2. Percentage of specimens qualifying 


for OGA Membership. 

3. Percentage of specimens awarded 
Honorable Mention. 

4. One point additional credit will be 
given for each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is composed of 
Alan C. Lloyd, Charles E. Zoubek, Charles 
Rader, Anne G. Kovacs, and Florence E. 
Ulrich, Contest chairman. 

Before preparing individual and team 
papers, read these important details. 


TODAY'S SECRETARY e@ December, 1956 


the 44tn OGA contest 


General Instructions 


1. The Contest copy on the opposite 
page must be used by all contestants. 


2. Any good penmanship paper, pref- 


erably ruled, may be used. 


3. Pen (preferably) or pencil may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo of 
blackboard notes must be submitted in 
the Teachers Contest Division. 


4. Write your name and address at the 
top of the paper. If you are a teacher or 
a student, give the name and address of 
your school, and state whether or not you 
hold an OGA or Contest award. 

If you are a reporter or office employee, 
give the name of the firm by whom you 
are employed and mark your Contest copy 
“Stenographers Division.” 


5. Only one paper may be entered by 
any one contestant, but the Contest copy 
may previously be practiced to develop 
contestant’s best style. 


6. Mail Contest entry to OGA Contest 
Committee, Topays Secretary, 330 
West 42 Street, New York 36, N. Y. Post- 


age must be paid at first-class rate. 


7. An OGA Contest Blank, properly 
filled out, must accompany School Con- 
test Clubs. Teachers can obtain this 
blank by sending their request to the 
OGA Contest Committee together with 
a stamped, self-addressed envelope. 
(Teachers who are subscribing to this 
magazine will automatically receive an 
OGA Contest Entry Blank in January. ) 

This Contest Blank is to be used in 
connection with School Clubs only. 


8. No entry tee is charged. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well as for the Contest, the paper 
should be addressed to the Membership 
Examiner, Topays Secretary, 330 West 
42 Street, New York 36. The usual fees 
for Membership application will be re- 
quired: 15 cents for Membership Certifi- 
cate; 50 cents tor Superior Merit Certifi- 
cate or OGA Pin. If the Superior Merit 
Certificate is to be mounted on a plaque, 
the charge will be $5. 


10. The Contest closes March 1, 1957, 
and papers that reach us on or before 
that date will be considered. (Contest- 
ants outside the United States have until 
March 15.) Results will be announced 
in the June issue of Topays SecreTrary. 
No report on the Contest other than that 
will be made (except mailing of prize 
awards and certificate reports on Mem- 
bership applications ). 


11. We repeat: Ten or more contest- 
ants are required to constitute a Contest 
team. Only one team may be entered by 
any one school or office, but the students 
of more than one teacher and stenogra- 
phers of more than one department may 
combine their work into one club repre- 
senting the school or the office. If fewer 
than ten are eligible, contestants may 

(Continued on page 40) 
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[Current Date] 


Mr. Alfred M. Kelly; The Conway Steel Com- 
pany; 492 Curtis Avenue; Scranton, Pennsylvania. 
Dear Al: Congratulations on the first issue of The 
Conway Monthly. I especially enjoyed your “This 
and That” column. It certainly must have made a hit 
with Conway employees. 

Do you think you will have use for the enclosed 
poem in your January issue? It might make a good 
filler. I feel in my bones, though, that I’ve missed 
your January deadline. If so, you might waint to hold 
the poem until next year or, if you wish, file it in the 
“little round file.” 

Here’s another suggestion for your magazine. A 
feature that always seems to interest employees is 
a page of pictures of their children and grandchildren. 
You'll probably have to get an extra file to store the 
pictures in, but it’s a good gimmick for arousing 
employee interest. 

How about meeting me for lunch some day next 
week? It’s been a long, long time. Cordially yours, 
Richard A. Cunningham 


Words 


8 
17 
28 


9 
ov 


48 
53 
63 
73 


166 
175 
186 
190 








cane VE NEW YEAR'S RESOLVE 


As the dead year is claetty a dead December, 
So let your dead simwith your dead days lie 


bb vf ( new life is yours, and a new hope: ia of 
We build our own ladders to climb to the sky. 
Stand out in the sunlight of promise, forgetting 
Whatever your past held of sorrow or wrong; 4 
We waste half our strength in a useless regeting; 
We sit by old tombs in the dark too long. 


Have you missed in your aim? Well, the mark is 
still shining. 
Did you fa in the race? Well, take breath 
for the next. » 
Did the clouds ayfve you back? But see ytunder 
their lining: 
Were you tempted, and fell? Let it serve for a 
text. a 
As each year hurries by, let it join that procession 
of skelt on shabes that march down to the past, 
While you take your place in the line <, 
CW sccurtiileh, ith your eyes on the heavens, 
your face to/the blast. 








- . , 
I tell you, the future can hold no terors atS 
( “C5Had soul while the stars revolve — ae 


If he will but stand firm on the grave of his error 
nd, instead of regretting, resolve, resolve! 
It is never too late to begin rebuilding,, , 
(meftmougn all into s your life seemshurl+ne. 


For look! how the light of the pew Year is es 
The worn wan face of the bruise ld world! 


/ pps Lew _j--Ella Wheeler Wilcox ape 
ee 





j 
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OAT 
JUNIOR 


Retype this letter, using semiblock 
style. Practice it as often as you wish— 
then submit the best specimen you 
have produced. 


To qualify for an award, your 

work must be (1) neat and clear, (2) 
without strikeovers or typographical 
errors, (3) uniformly indented throughout, 


and (4) correctly spelled and punctuated. 


(5) Leave a blank space between 

paragraphs, even in single-spaced material. 
Don't type the word count. It will en- 
able you to check your production time: 


this is not a speed test. 





rO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. e Be sure your name 
and address appear on your paper. 
e Any group of papers submitted 
should be accompanied by a_ typed 
list of names, designating the award 
desired by each candidate. ¢e December 
copy is good as membership tests for 
OAT, CT (page 38), and OGA awards 


until January 20, 1957. 











OAT 
SENIOR 


To win a Senior Award, 

candidates must submit the Junior 

Test (above) as well as a corrected copy 
of the New Year's Resolve alongside. 
Type carefully, and be sure to 

make all the corrections indicated in the 
rough-draft copy. 


Either plain paper or letterhead 
may be used for the letter, but use plain 
paper for the Senior Test copy. 


Practice both tests until 

you are satisfied that you have 

produced your very best work. Then submit 
your entry for an award. 





[he children break the Pinata and 
scramble for the treats it holds, 
while parents and friends look on. 


Little orphan children sing carols 
led by the Senora. Bunny Cheely, 
the Senora’s secretary, takes the 
part of Mary in this Nativity scene. 


CHRISTMAS 
WITH 
CASTANETS 


BY MARY MARKLEY 
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(Continued on page 42) 
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DECEMBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

Words Words 
If you have ever invited guests to 7 By some chance of fate you may have 341 
come into your home for an evening of 15 asked for the presence of one who 347 
television, you have been givenachance 23 stands somewhat at the other extreme 355 
to see televiewers at their best and at 31 from the party enlivener. This person 363 
their worst. 34 is the confirmed critic. When the tele- 370 
At least one of these visitors may 41 vision drama has come to its close, he 378 
have been the restless type of person 48 may remark, with all the earnestness of 336 
who sprints from his chair to the video 56 a man who always knows the score, 393 
set to adjust the controls for you. The 64 that the actor who played the part of 401 
fact that he has no set of hisown seems 73 the hero was badly miscast and that 408 
to fill him with an uncontrollable desire 81 neither the director nor the players 415 
to play with yours. First he experi- 88 understood what the playwright wished 423 
ments with the volume control. The 95 his drama to convey. If the drama has 431 
music is just a little too loud or too soft 104 been a serious one, he may say that the 439 
for him and, he is sure, for the other 112 attempt to put on a good play, cut and 446 
listeners as well. Having adjusted the 120 trimmed to the television time pattern 454 
dials so that every muted violin may be 128 of one hour, is absurd. On the other 462 
heard by all, he must leap forward again 136 hand, if you have chosen a gay comedy 469 
to diminish the volume because of a 143 for your guests, this parlor critic may 477 
sudden and unexpected strength in the 151 denounce the cheap stuff that video 485 
voice of the man giving the commercial. 159 foists on the public. 489 
Our diligent friend becomes so intoxi- 167 But an educational program will 496 
cated with his power over the machine 174 please him no more. He finds a deplor- 503 
that he also works with the image. He 182 able error in fact and asks of all there 511 
even takes it upon himself to hunt for 190 whether they truly hoped to find cor- 519 
programs that may be more pleasing 197 rect content in any program that must 526 
than the one you have selected. The 204 create a demand for a soft drink or a_ 534 
result of his rapt and unfailing devo- 212 soap or a food. Furthermore, he will 541 
tion to duty is a jumble for the eyes 219 find fault with even the most informa- 549 
and an assault on the nervous systems 227 tive and most cultural program. There 557 
of the other viewers. 231 will be some small point he finds that _ 564 
Or perhans you have been so unlucky 239 spoils the whole presentation. This de- 572 
as to include in your circle the noisy, 247 tail, he will say, prevents the program _ 580 
jovial type of person. His talk is loud 255 from meeting all the standards of really 588 
and endiess. He prides himself on his 263 fine entertainment. 593 
powers of sparkling oral discourse. He 271 But how we enjoy the guest who ac- 599 
will allow no dull moment to dim the 278 cepts our invitation to see a certain 607 
luster of the evening. He has not the 286 program and does not disturb other 614 
slightest awareness of the fact that 293 people with his harsh remarks. He re- 621 
moments of silence are more eloquent 301 ceives with charming courtesy the me- 628 
and more pleasing to overtaxed ears 308 diocre as well as the better offering. He 637 
than is a constant flow of words. Your 316 is the person we ask again to share our 645 
more subdued guests must take their 323 homes and our television parties to 652 
video salted and peppered with his 330 give us the pleasure of his company. 660 
witty comments. 333 


(Repeat from the beginning to complete a ten-minute test.) 


‘ritten especially for Gregg Awards candidates by Edith Huggar« 
Writt I lly f ( 4 | lidates by Edith H 1 
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TRANSCRIBING SPEED PRACTICE 








s the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
thana. Compute your rate on this word-ccunted material in the same way you do when typing the C.1 
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GIFT 


that’s 
A REAL 
CLEAN-UP! 


ry” 
Tell your boss 
that Weldon Roberts 






year-round gift for 


ployees 


executives, 


4 


stick 


attractive, 


This convenient erase! 


SS —e 


cased in an 





JET ERASER is the perfect, useful, 
em 
and your firm’s customers. 


is en 


OGA CONTEST 


(Continued from page 34) 





OG A CONTEST RULES 


(Continued from page 35) 





was certain I could write better. It 
was 2:30 a.m. when a sleepy voice 
asked, “Sis, aren't you ever going 
to bed?” 


Finally, I selected my best ex- 





transparent | 


| 
| 
| 
| 


3 plastic holder. Tip unscrews so eraser | 
z " > NOT — 
can be moved outward. NOT a me 

m7 hanical gadget! 

3 

; Choice of 

pS RED RUBBER 

: for Pencil Erasing 

: GRAY RUBBER 

2 for erasing Ink & Typewriting 

| GREEN RUBBER 
.— for erasing Ball Point Pen & Pencil 

Refills 

‘ P.S.: A d gift for your boss and vour 

: othee triends! 
8 
Kem At Your Stationer’s Remarkably Inexpensive 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 





Waldon Roterts | 
Enanwus 


Correct Mistakes in Any Language 








FLICK A LINE 
finds the line 


everytime 





Reverse its panel! 
Change its height! 
Flick its rubber wheel! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 834, x 14. 


low, low $5.95 prepaid 
The ONLY four-way.... 
COMPLETE copy holder 
Preferred by professionals. 
FRANKLIN TABLE COMPANY 
116 N. 4th St., K y. 
40) 


Louisville, 





ample—with a certainty that it was 
not good enough to pass. But it 
won a contest prize—and my job! 
Entering this year's contest may do 
equally as well for you. 

So, turn to the regulations for 
preparing the contest copy and sub- 
mitting it. Read the contest copy, 
and encircle any outlines that you 
think require your special practice. 
Take dictation on the copy to de- 
velop fluency in writing. Note in 
the instructions the faults of pen- 
manship that you should look for as 
you scrutinize your work. Use the 
Gregg Shorthand Corrective Slide 
freely. Spend some time in practice 
on the contest copy. 

This contest is open to every 
Gregg Shorthand writer who has 
not won first place in a previous 
OGA Contest. Plan your practice 
program for contest entry now! 


Junior OGA Test 





Oo ~ 


o.@z~ 
@ 2.9) Lowe 
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enter for individual awards. All school 
teams are automatically entered in th« 
Student Division also; all office teams, for 
individual Stenographer awards as well 
as for the office cup. 

12. In order for us to rate school teams 
properly, teachers must state specifically 
which entries are from Junior students 
and which from Seniors. A Junior shall be 
a student in the first year of a two-year 
(or longer ) course or one who shall have 
had not more than five months’ instruc- 
tion in a private school or in an intensive 
one-year course in high school or college. 

“Re view” 
must be 


students or postgraduates 
entered as Seniors, regardless 
of the length of time they have been in 
their present school. 


Y 
Words 
(Key to teasers on page 10) 


SINGLE OR DOUBLE L? 





1. accelerate; 2. altogether; 3. appall; 
4, bulletin; 5. controlling; 6. elimination; 
7. fulfillment; 8. illegible; 9. indelible; 
10. intelligent; 11. millinery; 12. Manila; 
13. miscellaneous; 14. molasses; 15. Phil- 
ippines; 16. until; 17. vacillate; 18. 
nilla; 19. welfare; 20. willful. 


Va- 


INDEED, THERE’S A DIFFERENCE! 


1. Boarder; 2. Barren; 3. Duel; 4. Pal- 
ette; 5. Sew; 6. Reign; 7. Carat; 8. Surge. 


HOW WOULD YOU TRANSLATE IT? 
l. c; 2. d; 3. b; 4. b. 


CONCERNING DAYS AND MONTHS 


1. February. It is often pronounced as 
if spelled “Febuary.” 2. Tuesday. The 
first syllable should rhyme with use, not 
with Wednesday. The d is 
silent. 4. In Saturday. 5. May, June, July. 
6. Calendar is the chart; calender is the 
machine. 7. Thursday was named for the 
Norse god Thor, god of thunder. 8. No. 
Sunday is the first day of the week, 
whereas the Sabbath reters to an institu- 
tion of rest and worship. The Christian 
Sabbath falls on Sunday; the Jewish on 
Saturday. 


2 
noose. 0. 


WANTED-—HYPHENS! 


1. seldom-recognized; 3. 4-ounce; 7. 
so-called; 8. change-of-address. 








If you would like to receive a 
copy of the index to Volume 58 
(September, 1955 to June, 1956) 
of Topay’s Secretary, send your 
request—with a stamped, self-ad- 
dressed envelope—to: Topay’s SeEc- 
RETARY, 300 West 42 Street, New 
York 36, New York. Requests will 
be handled in the order in which 
they are received. 
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CHRISTMAS ALL YEAR 


(Continued from page 9) 





And, Irene may well perform the widest range of 
duties of any greeting-card secretary. In addition to 
those already mentioned, her tasks include proofread- 
ing the linotyper’s copy and ordering the cats’ food. 

The Panda-Print cats are mother Eloise and her 
three kittens, Gwendolyn, Sasha, and Sir Harold. They 
belong to the Slavics and live in their office. When 
Rosalind and Fred are away, Irene becomes vice-pres- 
ident in charge of feeding. Irene keeps their special 
freezer stocked with milk and frozen meat. 

Irene is a shining example of a housewife returned 
to the desk. After ten years of homemaking, she de- 
cided she was bored with cooking and cleaning; and, 
with the sanction of her husband and co-operation of 
her daughters, she set out to be a secretary again. 
With her background of a commercial course in high 
school and a year in business school, she soon found 
herself all brushed up and doing fine as secretary to 
an automobile dealer. Five years later, when the dealer 
gave up his business, Irene still preferred office work 
to housework. Her daughters helped with the house- 
work, shopped, and prepared foods for her cooking; 
Irene felt better and looked younger than she had five 
years ago. So, she went to an employment agency in 
answer to a newspaper want ad. 

The job she was applying for had been filled, but 
the interviewer suggested she fill out a card and dis- 


cuss her qualifications with him. As she was sitting at 
the interviewer's desk, a call came in. Mr. Slavic of 
Panda Prints wanted a typist. 

Said the quick-thinking agency man: “I have just 
the lady for you. Mrs. Cavallina is more than a typist, 
she’s an all-round girl. She happens to be here right 
now, and I'll send her over immediately.” 

Irene recalls: “Fred really wanted just a young 
typist. But I wanted a secretary's job and a secretary's 
salary. We hit it off so well that we both compromised. 
Fred raised his salary offer, and I lowered mine. | 
started work right away, and the week after, Fred 
raised my salary ten dollars.” 

Irene took the interviewer's “all-round” words seri- 
ously. When the bookkeeper went on vacation, she 
learned to keep the books. She helped out in every 
way she could and never waited to be given an assign- 
ment before she did a job that needed to be done. 

“When I went to work at Panda, there was just the 
bookkeeper, the sales manager, and me. Since then, 
weve moved to a plant three times the size of the old 
one; and business has grown to more than ten times its 
original size. We had three salesmen; now we have 
thirty-eight, constantly bringing in orders. And, I’m 
happy to say, there are eight of us in the front office. 
It's wonderful to watch a business grow!” 

Q. What will Irene Cavallina busy herself with 
when Christmas is over? 

The valentine rush begins the last week in De- 
cember. And then, Christmas begins again. 








Say “Dennison” when you want the best in 


To save time 


Addressing Labels » Mailing Labels « PRES-a-ply Labels 
Red Bordered Labels « File Folder Labels 


Mending Tape « Correction Stickers + Correction Tape 


in the office 


Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 


... US? THE 
DENNISON 








Inventory Cards « Metal Rim Tags « Shipping Tags 


AT YOUR STATIONER’S 5 eres; 


MANUFACTURING COMPANY 
Framingham, Mass. 
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NEW EDITIONS 
of 
Secretarial “Classics” 


STANDARD HANDBOOK 
FOR SECRETARIES 


Seventh Edition—Hutchinson 


Every secretarial student will want to carry this 
“classic” with her right into the business office. 
Truly a standard handbook, it is packed with up-to- 
the-minute information arranged for instant ref- 
Gives special attention to grammar. All 
rules clearly explained . . 
points of usage presented so simply that students 
have no trouble grasping even the most compli- 


erence. 
. modern practices and 


cated aspects. 


SUGGESTED CLASSROOM USES 





@ As an available reference book in tran- 
scription and typing classes. 

@ Asa supplementary aid in office-practice 
or secretarial-training courses. 


@ Asa refresher-review course in English. 


The New Seventh Edition attests to the perennial 
and continuing appeal of this valuable handbook 
to secretaries and teachers of secretarial-training. 
648 pp. List, $3.75. 





REFERENCE MANUAL FOR 
STENOGRAPHERS AND TYPISTS 


Second Edition—Gavin and Hutchinson 


Praised by teachers, office managers, directors of 
in-service training, and by stenographers as an 
effective classroom teaching aid and a handy desk 
reference. Finger-tip access to every phase of tran- 
scription style and English. Especially popular are 
the review exercises, dictionary tests, and illustrative 
aids to the better understanding of English. 192 
pp. List, $1.28. 


Teachers and Training Directors: let us bill you at the 
educational discount. 
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Sa ee ee aS ae Se ae ee eee ee eee 


i GREGG PUBLISHING DIVISION/McGraw-Hill Book Company, Inc. t 
‘ 330 West 42nd Street, New York 36 i 
a Please send me ' 
] copies of Hutchinson’s STANDARD HANDBOOK FOR SECRE- a 
i TARIES, Seventh Edition. i 
copies of Gavin and Hutchinson’s REFERENCE MANUAL FOR 
| STENOGRAPHERS AND TYPISTS, Second Edition. 4 
t (CD Cash enclosed (J c.O.D. t 
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CHRISTMAS WITH CASTANETS 


(Continued from page 37) 
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WITH THE Exctusive ECONOMIZER BOX 


; 


* 


; 


” 
~~. 
. 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 


letterhead of company is used. 
Department S$ 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 


75¢ each. 
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CHRISTMAS SPECIAL 


For a limited time you may receive one of the follow- 
ing important self-help books free with a new or re- 
newal gift subscription to TODAY’S SECRETARY . 
check one.. 





TODAY’S SECRETARY 


330 West 42nd Street, New York 36, N.Y. 


Please enter a subscription to TODAY’S SECRETARY and 
send me the popular bonus book | have checked: 


20,000 WORDS... Spelled, Divided, Accented. The 
transcriber’s most essential reference. Standard equip- 
ment for thousands of career secretaries. 


5,000 MOST-USED SHORTHAND FORMS .... in 
Anniversary Gregg . . . a valuable review, 


refresher, 
reference. (Minimum of two subscriptions.) 


[] New subscription [_] Renewal subscription 


for |_| One year..$3. [_] Two years..$5. [_] Three years..$6. 
| Remittance enclosed [] Bill me 

Rachlin Ais eraccinnns'snspcomonxunghid aathiaidetabaadinives 

IS Stic css cctk sigs chess simcadn nie tecadaiv nena a asian 

City Zone State 

Firm name Position 


ls Firm Name to be included in address? [| Yes 


(Foreign and Canadian postage, 25 cents a year additional 








here 


is a wonderful new system of 


picking up your shorthand 
speed in a hurry with loads of 
specially selected shorthand 


dictation on phonograph rec- 
ords in all speeds. 


Send for free 
descriptive literature 


DICTATION DISC CO. 


170 Broadway, Dept. 1912, New York 38, N.Y. 

















NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, 
ily accessible for future reference. 


read- 
Guard against soiling, 


tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 


unconditionally guaranteed or your money back. 





Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 


| 
Philadelphia 41, Pennsylvania 
Please send me, postpaid, TODAY’S SECRETARY 
files. | enclose.......... Bill Me (_] } 
nn ccidleutlendenaiehiod- siekunineieinnssinicnsiensaddnibosiaha | 
SETI sidiinash cusnibdakaseshioeutensdninimengnerenaaicanieiidis | 
REE, FS SE, Se ee a State | 
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"There are 


mighty few 
on “? ri —— f" Ss F / ‘ mistakes that 
ae Klenzo 


& 
N 
\ 
WJ 
~) 
; 
BN 


won't fix!" 


—s> ’ a coe >— Miss M. J. R., Secretary 
to a Chicago Executive 


=>’ — PEs. «€ 6 4” 


7 2 0? | eaaisdel KLENZO. 


i? age foe . 
- ——" PAPER WRAPPED 


en 
a 


Erases typing 


: / ink or pencil faster 
a 2 C ial? eg > —_ S/A2. \ en “ 


and cleaner! AT ALL DEALERS 








Cc 
Z  f, i: 2 —.= 5 *x BLAISDELL PENCIL COMPANY + BETHAYRES, PA. 
IT’S ALL IN THE PRACTICE 


WALLET SIZE 


PHOTOS 
Continued from page 2 


:, on — at le ale 4 nr PLUS 10¢ 
There is, though, there are, there will; either, | for aeons 


wreath, although. f SIZE: 22 x 3¥2 





The stroke for “th” should be a miniature of the 
corresponding blend—either “den” or “nd.” The cor- 
rect slant of “th” is important to the legibility of the 
outline. 


DRILL 18 


pete. Or? 
ent at Chl al ao” i 


You-your, this, definite, native; of, gentle, spend. 








FREE = 
SAMPLE - 
- RESUME ; 





Here’s the PHOTO 


secretaries everywhere are using 


You receive free, three full pages —a one page sample resume and 
Our last drill is an excellent exercise in propor- two pages of instructions, to help you prepare resume to use with wallet 


Are-hour-our, hard, hailed: either, aunt, aimed. 


photos. Order extras at same time for gifts — relatives, family, friends 


tion. It is important for the sake of Ie gibility that and identification. Your original returned unharmed with 20 special 


clear distinctions be made between all these strokes. quality 2% by 3% silk finish, double weight photos plus resume. 
‘a , : You'll love your pictures or mone turned. 
The hooks and blends on the first line are all deep a ee mm 
pee | APPLICATION PHOTOS, Dept. 29 
ind_ narrow. ; : | | |S a oe ee 25 
Give the “rd” and “Id” a lift upward at the end. | We enclose portrait or photo and $ for FOR 
| wallet photos and free sample resume and instruction sheets. $1 | 
Do not lift the ends too soon, however, as they | 
sige ee eee "9 NAME FROM| 
will resemble the “nd” and “md” combinations in | | ADDRESS __ ons 1 
aunt’ and “aimed.” | 4 City ZONE STATE ! 
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YOU Save 56% Typ 


ing Time When 
Typing the Titles for Indexes & Guides! 





_——= t 

: gt \ ee 

HBO NN 

TYPERITE? S =™——=«S 
INDEX 

TABBING! 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 
= AICO TYPERITE Tabbing has blank 
Oe ae insert strips that are  typewrite! 
spaced to permit the use of the line 
space lever when typing titles. Ends 
the need for soft roller work to cente 
or position the title on the insert. Re 
duces typing fatigue & errors. 
NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 
You can now enjoy the same time saving, 


work saving features on typing the titles 
for your Guides. Make filing, finding, 








Group Of AICO Guides 
Check File Guide—Open 
Shelf Filing Guide— faster, easier and get a neater cleaner 


Tabulating Guide—Out 
Guide—Card Guide, etc. 
Also Custom-Made Guides. 


titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to mcet your special needs. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


AEG 97 Reade St., New York 13, N. Y. 


426 S. Clint St., Chi 7, Ul. 
INDEXES Clinton cago 




















for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 




















and typewriter dealers 








SCHEDULE YOUR APPOINTMENTS 


the OneY orderly way 


Get a handy 
1957 MONTH-O-RAMA 
A Whole Month’‘s 
Day-to-Day Schedule 
At a Glimpse 


You'll marvel the way this appointment 
systematizer keeps your schedule running 
smoothly. Dates, dinners, plans, invita- 
tions, meetings ete. fit into an orderly 
pattern, without conflict. The MONTH-O 
RAMA keeps a whole month's day-to-day 
arrangements in front of you. Gives you 
the perspective panorama you need to 
plan your time hor tik 

Each page is 11x81”, blocked off by 
days, and the entire systematizer is 
neatly bound with spiral wire for per- 
manence. Handy to keep at desk, phone 
or in brief case—for business, for the 
home, for travel. A welcome gift or 
premium Satisfaction guaranteed Send 


0) | $400 only $1 for 1957 edition. Quantity pric 
nl y —— MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 5, Mo. 




















(Continued from page 24) 
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Tur’. =~ |{EMPLOYMENT AGENCY DIRECTORY 


(Continued from page 11) Are you looking for a new job? On this page, every 


month, you'll find listed reputable employment 





, F f = agencies that can help you solve your job-hunting 
the past, she is unlikely to receive problems. Whether you want a job in your own 

. ‘ vicinity or whether you want to move to a new loca- 
them in the future. tion, our Employment Agency Directory can be your 


expert guide. Check the agencies listed here first. 








As for disagreeing with him on 
personal issues, she has to decide 














CH N 

whether her job, the field she works r sCAGS NEW OBLEANS 

in, and her boss’ high position in BIRCH ~ Furnishing b Plarming Relocation? Contact 
the field are enough to overlook Qualified Secretaries to the 

his shortcomings. If she cannot re- * High-Paying Chicago A-1 EMPLOYMENT SERVICE 

¥ : a —_ rely Market On An 
spect him as a person but merely SECRETARIAL | Employer Pay Fee Basis 1409 National Bank of Commerce Building 
as an automaton she may find it PLACEMENT 59 E. Madison « Suite 1417 New Orleans 12, Louisiana 
necessary to seek another boss. \ SPECIALISTS \CEntral 6-5670 13 Years Same Management CAnal 4241 
No boss is perfect; neither is any 








secretary. You and your boss will NEW YORK 


Employers Recommend 























én 



























































> 7 ‘ ‘Qe To y ya) > ~ ' 
undoubtedly have disagreements of ROLAND AMY LORTON McKAY 
one sort nee But - of EMPLOYMENT SERVICE Esteblished 1940 
‘once rst: . 4 ac or high standards, excellent performance, 
tience, underst eee and tact, and best job applicants. That's why they Personnel Placement—Men & 
even the most difficult problems list their best jobs at Women 
: alanis » — _ Meear Sh ROLAND EMPLOYMENT SERVICE Advertising Industry Publicity 
can generally be solved. Try it, and 100 & Bice B-., J jaa ance ha: 4 
see for vourself. Fashion Book Publishing Woll Street 
‘ J . 30 Rockefeller Plaza—Suite 3030—Cal!l CO 5-3988 
DENVER 
Secretarial positions with the finest 
Is there a special office problem SECURITY EMPLOYMENT SERVICE firms in the Advertising, Publishing and 
, : . The secretary's ‘‘Job Center!’’ Mrs. Smith was ines ie i n- i 
that you would like discussed in a secretary herself before starting this employ- Business Fields in Midtown Radio 
this column? Submit your ideas mon gy 2 oe ee understands oer many City—Grand Central Area are avail- 
: ae ‘ ~ problems. Confidential interviews. Write for — 
and questions to Miss Butner, and information and contract data. able through the Moran Agency. 
she'll try to cover them in a forth- MRS. MARIE SMITH, Owner MORAN AGENCY, 545 Fifth Avenue (45th St.) 
; , 1312 Broadway AM 6-1968 
coming Issue. 
DETROIT Where High-Grade Secretasrie 
& Top-Grade Positions 
ALL JOBS FREE AT Have Met 
: - RUSSELL KELLY pp i wm Tn 3 ton 
Statement of the Ownership —_ e-~ange~ Pegg s 
at ' - — P> Permanent and Temporary 180 BROADWAY mics Marion Steele CO 71-4540 
Management, and Circulation New YORK 
649 Free Press Bidg. Detroit 26, Mich. 
REQUIRED BY E ACT OF CONGRESS OF 
(LOUST. 24, toi, AS AMENDED BY THE ACTS CSupe & Satayetes WO 3-9510 SAN FRANCISCO 
» OF MARCH 3, 1933, AND JULY 2, 1946, (Title 39, 
{ States », Section 246 PITT TTT TTT TAT TT TTT MTT o ; 7 
Of ‘Sonat ~y* RETARY, published monthly ex HNADUULAQONNOUULASAITLL Va II DOVNUIUUUNUQUONOQONQNAQNOQOQEYAQNULLOQULCOQONLOGLLND A Step 2 the Right Direction . 
—_ and August, at Dayton, Ohio, for October Want information, about employment agencies when you visit 
1, 1956, f it ‘ i 
: The name and address of the publisher, editor, i gl Banca ot a. a, 2 \ WESTERN EMPLOYERS SERVICE 
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HAT DOES the secretarial 

field offer? How does one pre- 
pare for specialized secretarial du- 
ties? What personal qualifications 
are necessary? Many organizations 
offer booklets and pamphlets that 
answer these questions and others 


like them. 


Bi-Lingual Secretary. Latin American 
Institute, 2 West 45 Street, New York 36, 
New York—12 pages, no charge. Discusses 
opportunities in general field, import- 
export field, and Government and foreign 
service tor the secretary who has a know]l- 
edge of one or more foreign languages. 
Che Institute also publishes a catalogue 
(no charge) that describes, among other 
things, the courses it offers for bilingual 
secretarial training. 


Medical Secretary, The Private Secre- 
tary and Her Job, and Shorthand Report- 
ing As a Career. The Gregg Division, 
School of Commerce, Northwestern Uni- 
versity, 339 East Chicago Avenue, Chica- 
go 11, Illinois—three separate brochures, 
no charge. Each gives specific information 
about the particular field covered and 
discusses a suggested program of study. 


Public Stenographer, Shorthand Re- 
porter, and Notary Public. Glamour Fact 
Sheet from the Job Department, 420 Lex- 
ington Avenue, New York 17, New York— 
4 pages, 10 cents. All three fields covered 
in this one Fact Sheet—gives qualifica- 
tions, duties, and salaries of each job. Has 
a bibliography of books that help in pre- 
paring for shorthand reporting. 


Secretaryship As a Career Field, by | 
Elgie G. Purvis. National Association 
and Council of Business Schools, 601 Thir- 
teenth Street, N.W., Washington 5, D.C. 
—22 pages, 15 cents. Describes duties, 
salaries, and professional status of secre- 
taries. Outlines advantages and disad- 
vantages of secretarial positions with 
private business and industry, and Gov- | 
ernment service. Lists names of famous 
people once secretaries. 


Stenographic Occupations and Typing 
Occupations. Michigan Employment Se- 
curity Commission, 7310 Woodward Ave- 
nue, Detroit 2, Michigan. Two booklets 
-24 and 20 pages respectively, 25 cents | 
apiece. Each booklet discusses advan- 
tages, disadvantages, and qualifications for 
entry. Each gives statistical iliicieation 
(based on Michigan data) on job loca- | 
tions and earnings. | 
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SECRETARY—AMERICAN VS. 





BRITISH VERSION 


(Continued from page 2) 





secretary, however, uses her job 
as a step toward becoming some- 
thing else. She frequently takes 
evening courses, bettering herself 
for a career in which she perhaps 
may have her own secretary. She is 
consequently on the lookout for 
another position in which she may 
make more money. This means a 
lesser degree otf lovalty towards 
the firm for which she is working 
at the moment. 

On the other hand, she is likely 
to be more of a “live wire” than her 
British friend. She is on her toes, 
ready with ideas and recommenda- 
tions that can often be of genuine 
aid to her emplover. The British 
secretary, on the contrary, is in- 
clined to behave in a rather silly 
manner when questioned 
administrative or 


about 
policy matters. 
Even if she has something of real 
value to offer, she tends to feel that 
it would be somewhat impertinent 
to put forth an idea. 


ANOTHER REASON for. the funda- 
mental difference in secretarial 
philosophies here and in England 
lies in the pay scale. An American 
secretary may make anywhere from 
$30 to $130 a week. Naturally, she 
is going to keep on the lookout for 
a new and better job. Also, many 
so-called “glamour jobs” in the sec- 
retarial field offer far lower sala- 
ries than the jobs should actually 
call for. A girl accepts this kind of 
position as a way of getting an “in” 
into the industry (television, ad- 
vertising, publishing, or what have 
you). However, she is not going 
to be content for long with her 
meager take-home pay; so, the 
turnover is rapid, and loyalty to 
the employer or firm is almost 
nonexistent. And, how numerous 
are the tiresome, commonplace 
jobs in the “glamour industries”! 
No wonder an underpaid secre- 
tary will be impatient to inherit 
a higher-echelon position—even 
though it, too, is often merely a 
glamorous mirage seen through the 
frosted windows of a closed office 
door. 

The British secretary, on the 
other hand, starts at about 4 pounds 
($11.20) a week. And, at the end 
of a successful secretarial career 
she may, if she is lucky, be earning 
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10 pounds ($28.00) a week. Sure- 
ly not much financial incentive for 
job shopping and changing. If it 
should be suspected that she has an 
eve on a position other than secre- 
tarial, her superiors will regard her 
slightly askance, as one who has 
shown “very poor form.” 

As women, American secretaries 
have it all over the British. Where- 
as the British girl in her basic 
navy suit and severe hair style 
seems to feel it is part of her job 
qualifications to suppress her fem- 
ininitv from 9 a.m. to 5:30 or 6 
p.m., the American feels no such 
compunction. She has another 
real advantage over her British 
sister. The ready-made clothing 
industry in the United States is 
undeniably one of the wonders of 
the world. In Britain, 
stvle in feminine apparel—such as 
it is—is still being devoted to the 
leisured ladies. The British work- 
ing girl must spend her entire 
week's salary in order to acquire 
a baggy-looking woolen frock that 
the American girl would promptly 
relegate to the ranks of the rum- 
mage sale. The latest summer 
dress fashions shown in magazines 
bought by the British working girl 
look—to the girl—like 
housecoats. 


how Cver, 


American 


To create the ideal secretary, 
therefore, I would’ dream up a 
charming composite of British and 
American. She would be hard- 
working and loyal (traits in which 
British secretaries, I find, sur- 
pass American secretaries). She 
would also be alert and “on the 
ball,” efficient, and extremely resili- 
ent when it comes to accepting 
and learning about the constant 
contributions that automation is 
making to the profession. She 
would be well dressed, well 
groomed, attractive in person and 
personality—all attributes of the 
American secretary. But, if I found 
and hired this intriguing Anglo- 
American specimen of Secretary, 
no doubt she would promptly en- 
snare one of my bachelor account 
executives—and there would soon 
be another listing in the employ- 
ment section of the Sunday news- 
paper: Wanted: Secretary ... Re- 
liable, efficient, etc. ... 


Dress by Aperitif Photographed at Orsini's 
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alive after five... thanks to her typewriter 


And no wonder — electricity does 

the work — helps today’s smart 

women of letters turn out such 

truly beautiful work in so little 

lime, with so little effort and so 

pleasing to the boss. 
Mlemington. Fland 
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STUDENTS—Ask your teacher to enter your + 
shorthand class. Have her send this coupon for ; 
contest rules and official entry blank. 


THE i 
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PEN COMPANY, CAMDEN 1, NEW JERSEY 





CONTEST CLOSES MARCH 1, 1957 B 


Please send entry blank and rules for y 
the new Esterbrook Gregg Shorthand y 
Contest, together with copies of con- 
test material for my students. | under- 
stand there is to be no cost or K 
obligation for this material. y 


THE NUMBER OF STUDENTS | WILL ENTER IS 





TEACHER'S NAME 





SCHOOL ___ 





STREET ADDRESS 





Cry... ZONE ____. STATE __. 





Entries limited to Continental United States 











FREE! AN ESTERBROOK FOUNTAIN PEN FOR 
EVERY TEACHER ENTERING 15 OR MORE STUDENTS. 


¢ 8 handsome Cup Awards * Valuable Merit Certificates * Gregg-approved 
Esterbrook Fountain Pens to all winners * Judging in 4 separate divisions * Colleges, 
Business Schools, Public, Parochial and Private Schools eligible * Nothing to buy 


—no obligations * Excellent opportunity for young job seekers to win recognition 


Gsterbrook 


AMERICA’S OLDEST PEN MAKER 
CAMDEN 1, NEW JERSEY 











